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The President 


EXECUTIVE ORDER 


Amending the Foreign Service Regula¬ 
tions or the United States 

By virtue of and pursuant to the au¬ 
thority vested In me by section 1752 of 
the Revised Statutes of the United States 
(22 U. S. C. | 132). It Is ordered that the 
Foreign Service Regulations of the United 
States be, and they are hereby, amended 
by prescribing the following as Chapter 
V thereof: 


CHAPTER V. FOREIGN SERVICE ACCOUNTS 


Accounting Procedure 

V—1. Accounts and records. —Diplo¬ 
matic, consular, and all other disbursing 
officers in the Foreign Service of the 
United States shall keep separate gen¬ 
eral accounts of all moneys of the United 
States or other moneys coming into their 
possession. In their official capacities, 
from any source and for any purpose 
whatever, and shall render accounts of 
the same in such manner, on such forms, 
and at such times as may be prescribed 
by the Secretary of State. These officers 
shall keep a general cash book and such 
other account books as may be required, 
according to the needs of theit offices, to 
show all details of receipts and expendi¬ 
tures. to insure accuracy, and to enable 
the principal officers to exercise complete 
control over the funds of their offices. 

V-2. Accounts rendered monthly. —(a) 
All accounts, except an account for a 
period of less than a full month when an 
officer has surrendered charge tempo¬ 
rarily or is submitting a final account at 
an office, must be rendered at the end of 
each calendar month and these ac¬ 
counts are to be designated according to 
the following form: 


"Month ending 
-Partial month .« 

(Dale/ 


(Last day of month/ 

~(ikkYe) 

>• inclusive.- 


or 

to 


(31 U. S. C. 55 496. 497.) 


(b) Except as otherwise provided by 
law, all monthly accounts shall be 
mailed or otherwise sent to the proper 
officer at Washington within 10 days 
after the end of the month to which 
they relate. (31 U. 8. C. 5 78.) (Ac¬ 
counts must be sent to the Department 
of State In Washington as soon os pos¬ 
sible within the prescribed period. 

(c) 8houJd there be any delay in the 
transmission of an account the officer 
shall forward an explanation stating the 
reason therefor for the information and 
action of the Department of State and 
the Secretary of the Treasury. A con¬ 
tinuance of such delinquencies will not 
be countenanced and officers arc en¬ 
joined consistently to observe the pro¬ 
visions of the law in the matter of 
rendering accounts. 

V-3. Report of no transactions. —At 
the close of any accounting period 
(month or fractional part thereof) offi¬ 
cers of whatever title who have qualified 
to collect or disburse, or both, moneys 
on account of the United States and dur¬ 
ing such period have had no advances of 
funds, made no collections or disburse¬ 
ments. and have no balance to be ac¬ 
counted for. shall fill out a report of no 
transactions. Standard Form 1063, ex¬ 
ecute the certificate thereon, and trans¬ 
mit it to the Department of State within 
the time prescribed for transmitting 
their accounts. The administrative offi¬ 
cer's certificate must be left blank as It is 
required that It be executed by an officer 
of the Department designated to per¬ 
form that duty, 

V-4. Accounts at embassies, legations, 
and combined offices. —At embassies and 
legations. Including combined offices, ex¬ 
cept where special disbursing officers are 
assigned, the highest ranking Foreign 
Service officer on the staff of the mis¬ 
sion shall be the accounting officer. The 
chief of mission may. if he considers it 
necessary to the efficient operation of 
the mission, propose to the Department 
of State the designation for this duty of 
a Foreign Service officer on the staff of 
the mission other than the highest rank¬ 
ing officer, but such nomination must be 
accompanied by a statement of the rea- 
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sons for it and shall not be effective 
unless approved by the Department of 
State. The accounting officer shall ren¬ 
der accounts and returns covering all re¬ 
ceipts and expenditures of the mission or 
combined office as required by pertinent 
regulations and instructions, including 
accounts and returns covering the sal¬ 
aries and allowances of all officers and 
employees. In the performance of their 
fiscal duties, the accounting officers of 
missions are directly responsible under 
their bonds to the Government and to 
the departments for which they make 
disbursements. 
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V-5. Officers temporarily in charge .— 

(a) Where a principal officer is absent 
temporarily for one or more brief inter¬ 
vals during an accounting period and the 
officer temporarily in charge during such 
absence draws no drafts and makes no 
disbursements, the principal officer may 
submit the account for the full account¬ 
ing period and it will be a sufficient ac¬ 
counting by the relief officer if he (1) 
complies with the provisions relating to 
fee stamps, (2) executes the certificate 
for a vice consul or other officer in 
charge, on the reverse of the principal 
officer's account current, and i3> sub¬ 
mits with such certificate a schedule of 
collections on the form prescribed and a 
sworn record of fees collected by him 
supported by the receipt of the principal 
officer for the amount of such collections 
turned over to him. 

(b) If an officer temporarily In charge 
makes any disbursements or draws any 
draft he shall make a complete account¬ 
ing for all funds coming Into his posses¬ 
sion and for all disbursements made 
during the period. 

(c) Except where provision is ex¬ 
pressly made therefor, no officer should 
take over vouchers paid by another offi¬ 
cer. charge himself with drafts drawn 
by another officer, or include such items 
in his accounts. 

V-6. Final accounts .—Officers of the 
Foreign Service will not draw any drafts 
against final accounts, but will submit 
such accounts to the Department of 
State for administrative examination 
and submission to the General Account¬ 
ing Office for settlement as claims. (See 
sec. V-56.) 

V-7. Consular court accounts .—All 
fees and fines Imposed and collected by 
consular courts shall, as far as is neces¬ 
sary. be used to defray the expenses of 
such courts, and detailed accounts of 


receipts and expenditures shall be ren¬ 
dered to the Secretary of State on June 

30 of each year by the officer in charge 
of the post. (22 U. S. C. fi 159.) 

V-8. Special accounts .—Officers In¬ 
structed to draw a separate draft and 
render a separate account therefor, for 
any purpose whatever, shall prepare and 
forward the special account to the De¬ 
partment as instructed. Under no cir¬ 
cumstances shall the amount of the draft 
or expenditures therefrom be Included in 
the regular accounts of the office. 

V-9. Exchange of funds restricted .— 
No exchange of funds shall be made by 
any disbursing officer or agent of the 
Government, of any grade or denomina¬ 
tion whatsoever, or connected with any 
branch of the public service, other than 
an exchange for gold, silver. United 
States notes, and national-bank notes; 
and every such disbursing officer, when 
the means for his disbursements are 
furnished to him in gold, silver. United 
States notes, or national-bank notes, 
shall make his payments in the moneys 
so furnished; or when they are furnished 
to him in drafts, shall cause those drafts 
to be presented at their place of pay¬ 
ment, and properly paid according to 
law, and shall make his payments in the 
money so received for the drafts fur¬ 
nished. unless. In either case, he can 
exchange the means in his hands for 
gold and silver at par. (18 U. 8. C. 5 175; 

31 U. S. C. | 543.) (See section V-57 
prescribing special accounting in con¬ 
nection with the acceptance and trans¬ 
mission of gold coins and gold certifi¬ 
cates.) 

V-10. Appropriations not interchange¬ 
able.— Except as otherwise provided by 
law, sums appropriated for the various 
branches of expenditure in the Foreign 
Service shall be applied solely to the 
objects for which they are respectively 
made, and for no others. (31 U. S. C. 
$ 628.) 

V-ll. Deposit of public money -—(a) 
No Foreign Service officer or employee 
shall deposit public funds in a bank in a 
foreign country except where such banks 
have been designated as United States 
Government depositories by the Secre¬ 
tary of the Treasury under the provisions 
of the act of June 19, 1922. (31 U. S. C. 
5 473.) 

(b) Officers of the Foreign Service of 
the United States may when necessary, 
in their discretion and at their own risk, 
make temporary deposits of funds on 
hand and maintain accounts with bank¬ 
ing institutions which they may select 
for the purpose, except where Govern¬ 
ment depositories have been designated. 
Nothing in this authorization may be 
construed to relieve them of complete re¬ 
sponsibility to account for official funds 
coming into their possession. 

(c) When official funds are deposited 
temporarily in a bank, the deposit should 
be made in the name of and to the credit 
of the office rather than the officer 
wherever the banking facilities at a given 
post permit such practice. Official and 


personal bank accounts must be kept 
separate and distinct in all cases. 

(d) All officers of the Foreign Service, 
before depositing funds in a bank of the 
United States, should ascertain whether 
such bank has been designated as a de¬ 
positary of public moneys received by 
such officers. 

V-12. Inspection by General Account¬ 
ing Office .—When an Inspection of ac¬ 
counts is being made by a properly 
identified representative of the General 
Accounting Office, officers should give all 
possible assistance to facilitate his work. 

Collections 

V-13. Collections. —Collections shall be 
scheduled in the manner and on the 
form prescribed by the Secretary of 
State to show all miscellaneous receipts 
and appropriation moneys actually col¬ 
lected on behalf of the Government dur¬ 
ing the period of the account Including: 

(a) All fees collected by diplomatic 
and consular officers and amounts re¬ 
ceived for services performed for foreign 
governments. 

(b) Interest accruing on public 
moneys. Such interest belongs to the 
Government and must be accounted for 
as an official receipt. (133 U. S. 273, 
286.) 

(c) Proceeds of sales of discarded or 
surplus materials or supplies, or other 
public property, including waste or sal¬ 
vage material, after the expenses con¬ 
nected directly with the sale have been 
deducted. (31 U. S. C. 1$ 487. 489.) 

(d) Rents. —(1) Amounts received as 
rent for Government-owned buildings 
from private individuals or another Gov¬ 
ernment department or agency are mis¬ 
cellaneous receipts and should be credited 
as such. 

(2) Amounts received as rent for Gov¬ 
ernment-leased buildings from private 
individuals or another Government de¬ 
partment or agency should be credited to 
the appropriation from which the rent 
was paid. 

(e) Stcor telegrams .—The amount 
should be credited to the contingent ex¬ 
pense appropriation which was charged 
when the cost of the message was paid. 

(f) Refunds of suspended items, or 
other collections on overpayment of 
vouchers not yet suspended. These 
amounts should be credited to the ap¬ 
propriations from which originally paid. 

(g) Other collections received and not 
specifically named. 

V-14. Regulation of fees by Presi¬ 
dent.— All officers and persons connected 
with the several embassies, legations, 
and consulates shall collect for official 
services such and only such fees as may 
be prescribed by the President. (22 U. S. 
C. | 127.) 

V-15. Tariff of United States Foreign 
Service Fees. —(a) The following Tariff 
of United States Foreign Service Fees, 
prescribed by the President under au¬ 
thority of section 1745, Revised Statutes, 
as amended (22 U. S. C. $ 127). shall be 









FEDERAL REGISTER, Thursday , September 8, 1938 


2187 


charged by diplomatic and consular offi¬ 
cers and all persona connected with em¬ 
bassies, legations, or consulates for offi¬ 
cial services. All charges for such serv¬ 
ices must be in strict accordance with 
this tariff, and be collected in the coin 
of the United States or at its representa¬ 
tive value in exchange. (22 U. S. C. 
$ 128.) For each and every fee where 
the representative value in exchange is 
collected instead of the coin of the 
United States, there shall be collected a 
sufficient amount of foreign currency to 
enable the officer to purchase as of the 
date of collection a sight draft in the 
amount of the fee as prescribed by this 
tariff payable at par to the Treasurer of 
the United States. No fee or compensa¬ 
tion will be collected for any service not 
covered by this tariff. 

(b) No fees prescribed in this tariff 
shall be charged or collected by officers 
for official services to American vessels 
or seamen. (22 U. 8. C. ft 89.) Un¬ 
documented vessels owned by American 
citizens and vessels documented under 
the laws of the Philippine Islands are not 
exempt from the payment of the fees 
prescribed herein. Consular agents will 
make the fees prescribed in this tariff 
for services to vessels and seamen a 
basis of collection from the Treasury for 
those services. 

(c) All fees must be paid in advance 
and before the fee stamps are canceled, 
except in case of attendance out of office 
or of commissions where the amount 
cannot be determined until the service is 
performed. In the latter cases the 
amount of the fees shall be carefully 
estimated, and in these cases only, the 
estimated cost of the service shall be 
deposited with the officer before the serv¬ 
ice is performed, subject to refundment 
of any balance remaining. 

(d) A copy of this tariff shall be 
posted in a conspicuous place in diplo¬ 
matic and consular offices. (22 U. 8. C. 
ft 101.) 

Tariff of United States Foreign Service 
Fees 


Item 


fNo, 


Nature of service 


Fee 


maCSLLAlCKOCS flSSYICU 


1 Certification of invoice In such number 

of cnp«a* an will meet the requirements 
of the regulations end Instructions sod 
provide the shipper with one copy (In 
addition to original) tar hh own use, 
including any additional declaration 
or certificate not otherwise provided 
for which Is required by lew or regu¬ 
lations for use In connection with the 
entry of the wares or the forwarding of 
the same in bond (see item no. 97). 

2 Invoke of returned Araer.mii good*_ 

t Certificate* and declarations a* above 

described, when issued for a shipment 
i not covered by a consular invoice, in- 
chiding declaration of foreign shipper 
of articles exported for eihlblUou and 
returned (Kornt 204) and Immigrant*! 
oath recording trams and vehicle!, and 
tn connection with quarantine regula¬ 
tions, but excluding certificate h? food 
and dru« products or insecticides 

(Forma HI? and 217). .... 

4 Certificate to extra copies of Invoice*, 
each..... 


12. SO 
1.00 


1.00 

i.00 


Item 

No 


Nature of service 


Item 

No. 


Nature of sarrfcw 


Fee 


Certificate of disinfection In such num¬ 
ber of conic* s* will mart the require¬ 
ments of the regulation* acid instruc¬ 
tions and protide the shipper with one 
oopy tor his own use........ 


Discontinued. 

Ksecuting application tor passport (no 

exceptions).. . 

Examination of passport appltaetioo 

•Dotted before a foreign official. 

Examination of pareporl application 
accompanied by a certificate signed by 

the applicant and two wttnarere.. 

Issue of passport.... 

Exceptions— 

(a) 01!kar» or employees of the 
United Staten traveling on of¬ 
ficial bounces, or member! of 
their immiitut# fnrniltcn_ 


8 


Widow*, children, parent*, 
brother*, and sister! of Ameri¬ 
can soldier*, sailor*, or marines 
burled abroad, whose Journey 
Is Ice the purpose of visiting 
graves of such soldiers, sailor*, 

or martins .. .... 

Amendment or verification of an Ameri¬ 
can passport.___ 

Renewal of an American pawiort. 

Exceptions— 

game na respects issue of (Deports if 
bearer of passport lew dolus held 
by him at ttoa of testie of passport. 
The taking of an application tar, and 
kttmnoo of, a travel certificate far use 

In China... .. 

Execution of application he r.gtstretion. 
Issw of certificate of Identity and rests- 

tratiun ..—..... 

Execution of affidavit in regard to Ameri¬ 
can birth in connection with applica¬ 
tion tor registration or for passport— 
For a certified copy of executed form for 
repatriation of nathre-bern American 

women under act of June 26. IBM. 

Visa services tor aUras: 

Immigration visa: 

Furnishing and verifying application 
for immigration vim_,_ 

Ismm of immigration rfcfc.. 

Passport visa (the term ‘passport 
visa” refers to the visa of a pitas- 
|wrt or other travel document in¬ 
cluding a Ub Incan orriiftceteU 

Preparation of application fee pass¬ 
port visa and admiuu urm* oath, 
except where the fee has bean re 
riprtxwlly reduced or abolished 
under the authority* of the set of 
February 24. 1029 (43 but V74).... 

O ran ting of paasport visa, except 
where the for has been reciprocally 
reduced or abolished under the au¬ 
thority of the art of February 25, 

1024 (43 bUt 974).. 

(Norm.—Under the provisions 
of section 2 of the act of June 4, tlTJ) 
(41 Slit- 730-751), no Ire for the 
application or for the visa of the 
passport shall be collected from 
any officer of any foreign govern¬ 
ment or member* of bis Imme¬ 
diate family. It* armed fortes, at of 
any State, district, or municipality 
thereof.) 

Transit certificate. 


9X50 

too 

1.00 


too 

0.00 


No fee 
No fee 


No fee 

No fee 

100 


too 
No fee 

too 

No fee 
1.00 


too 
a (jo 


too 


0.00 


samviciu ro vmiui amd «kamkn 


14 


14 

10 


17 

1* 


10 

20 


21 


22 


ZS 


24 

25 

30 

27 

20 

» 

90 


BUI of health. In dufittcalc (or in tripli¬ 
cate, if irectefifiry). ._ 

(Foreign mvrrameoi-owned or char¬ 
tered vearefo engaged etdudvely In 
official duties ore exempt from twjrmrnt 
of toss tor bilfe of health.) 

Discontinued 

For rare*tin* and del I voting .ship’s regis¬ 
ter and paper*. 41 tor each 100 tons or 
fraction thereof, registered innwum- 
ment (net), of the veasel tor which the 
service u j >erf« mnrel. I f under L000 tons; 
but for American vessels running regu¬ 
larly by weekly or monthly trips, or 
otherwise, to or between foreign porta, 
this tannage fee will not be charged for 
more than tour trips In a year, ami ton¬ 
nage fees shall not be exacted tor any 
vessel touching at or near ports in 
Canada on her regular voyage from one 
port to another within the Untied 
state*, unless some official service re¬ 
quired by taw shall be performed. 

And tor every edditiooal 100 um* net or 

frartioQ thereof. . 

Shipping or discharging seamen, includ¬ 
ing the certificates thereof attached to 
crew list and shipping reticles ami 

given to seamen ... 

Authentication of copie* of protests or 
other necessary documents for vassals 
cr women not otherwise wov M*d for . 
Preparation and twknowU«lament fnr 
veesrb or seamen of any oath or decla¬ 
ration fig which a form te given in the 
Foreign fefvxs Regulation*. or a simi¬ 
lar ncorsaary service not nthrew tee pro¬ 
vides! tor. Sec Ire no. V for visa of alien 

ore lids... . 

Preparation and execution tor vererfe or 
aramcn of any ccrUftcot* for which a 
form Is given In the Foreign Service 
Regulations. or similar necessary **rv- 

tor not otherwise provided tor. 

Orders or fetters for veaarb or srwnwu for 
which farms arc given in the Foreign 
Sctticv Regulations, at other similar 
nrereasary service not otherwise pro¬ 
vided for.... 

Recording, when necessary, foe vesrefe 
or esrorn any document oorerod by 
the provision* of the Foreign ftorvtoe 
Regulation*, tor every 100 words or 

frartioo thereof ._.. 

Noting marine protest... 

Extending marine protest 
If it exceed* 300 words, for every addi¬ 
tional 100 word* . 

Protest uf mvtrr against charterer! 

or freighter*. ... .. 

Cfearnnoe when lamed by the consul, a* 
at free porti 

Attending an appraueroret of vessel's 
goods or effects, for each day‘i attend* 
anew . 

Attending mfe of vessel's goods, tor each 
day’s attendance during which the 

aais continues . 

Attendance at a ship wreck, or tor the 
porpoao of insisting a ship In distress, 
or of saving wrecked goods or iwop- 
«rty. over and above traveling ex¬ 
penses, whenever the consul's Infre- 
posttion h required by the partis* 
intereitod. tor each day,..^.. 


95.00 


.90 


XOO 

100 

ZOO 

2. ID 

2.00 

.40 

xoo 

xoo 

.80 

190 

100 

100 

MW 

A 00 


Preparation of application and 

administering of oath.. 

Granting of transit certificate- 

Visa of slim crew list... 

Huppfemmt van of alien crew 11*1.. 

Vising affidavit of identity... 

MarrUga certificate, in duplicate, form 

No.kT... 

For taking into poreaK*ioc the personal 
relate of any dtura who shall die within 
l ball utils of a consulate, inventorying, 
flailing, and finally settling and pre¬ 
paring or transmitting, According to 
few, the balance due therein, $2 tor 
eorh $100 of market value or fraction 
thereof, except that no fee shall be 
charred on securities not oagotlabfe 
by the consular officer, and evidences 
of dabt not due and payable In the 
country whsre the decedent died. No 
charge will be made for placing the 
official real upon the personal property 
or effects of such deceased cititan, or 
tor breaking or removing tbs seals. 

For each certificate of protection, senser, 
or certiflcwU of employment issued at 
Tangier. 


No Isa 
No fee 
XOO 
No fee 
XOO 

LOO 


XOO 


motaoial abto onin iixncn 


31 


Administering an oath and certificate 

thereof ...... 

Exception* 

No fee if chargeable lor recording 
the intent ton tn become a resident 
and remain a citixen of the United 
States, or lor sdmhtisUring tho 
oath of allegiance to i child born 
abroad of American parents ee 
provided for in section 4 of the 
art of March 1 IW7 
No fee is chargeable 4* administer¬ 
ing tbe noth of alfegianre under 
the act of May 0, 1018, amend tup 
the art of June 20,100ft. to a person 
who tost bis citisanahtp ss an inci¬ 
dent to entering military service 
of a country Chen at war with a 
country with whirl) the United 
State* was at war on Mn> v, 1015 
No fee is chargeable tor administer¬ 
ing tbe oath of allegiance under 
the act of June 2ft, IVQft, to a native- 
born Amarinxn woman who loot 
bsr dlixtnship by marriage to an 


XOO 
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Tariff of United States Foreign Service 
Fees —Continued 


lU>m 

No. 


34 


40 


42 


Nature of 


Alton aixl wbow marriage to 
t mulnated 
Discontinued. 

Acknowledgment of a (toed or powr of 
attorney, or similar terrier, including 
on* or more signatures. with certificate 

thereof, for each copy.. 

Administering any ami nil oaths re¬ 
quired to I* made by pensioner* and 
their wIUw**b» in the execution of 
tlvrlr pension vouch cm. or by perron* 
promt !ok rlalm* for penrion* or in- 
errore of porukifts, or claim* for insur¬ 
ance or l amir one© allowances, or allot¬ 
ments or certifying to the competency 
of a local official behwe whom said 
patter* were executed, or for other 

serviced in relation thereto ... 

Acknowledgment* and Authentication* 
connected with the alignment and 
transfer of United States bond* or 
other United States Government 
financial obligation* or of power* of 
attorney therefor or to collect internal 

thereon...... 

Administering oaths or taking acknowl¬ 
edgment* of official* or employee* of 
the United Stale* Government. or of 
any corporation In which the United 
State* or Us rrptaenUilvtvi shall own 
the entire <*itotalling capital »tock. 
in connection with their official busi¬ 
ness or account*... 

For rendering notarial services to offi¬ 
cial* of foreign rovtcuiuenU who 
render gratuitously reciprocal cour¬ 
tesies to American diplomatic and 
consular officers or for certification 
of invoice* of shipment* of official 
supplies and equipment from 
foreign government* to their «link>- 
malic and consular officers and of 
shipment* of (tersonal effect* to such 
officer* in the Ulilted States when 
such foreign government renders 
gratuitously reciprocal service* to 

the t’rilled States Government. 

Certify tug to official character of a for¬ 
eign notary or other official.......... 

Km pdoo 

Authentications under authority of 
the United States Guarantina 
Regulations, tn the form pre- 
ftcribed bv the Itorertment of 
Htate» certifying to official charac¬ 
ter of officials signing foreign 
derallxation certificate* and ue- 
ralixation exemption certificate*.. 
For taking deposition*, executing com¬ 
missions or letter* rogatory, where 
the record of testimony including 
caption and certificate doe* not 

exceed 500 word*.....___ 

For each additional 100 words or fmo¬ 
tion thereof..... 

The foregoing fee *h*l) cover the ad¬ 
ministration of th* oath and all 
eervice* of the consul a* commis¬ 
sioner. but ihall not Include aervloea 
of clerk, stenographer, or type¬ 
writer. which shall be additional at 
the rate prescribed herein for oopy* 
tog. 

Copies (carbon copies to be charged for 
at the same rate as originals, and In¬ 
cluding the typing of official forms 
where requested and where such 
service to not included in any other 
Item of this tariff): 

For the first loo word* or fraction 

(hereof.... 

For every additional 100 word* or less. 
For certifying to the correctness of a 
copy of, or extract from, any docu¬ 
ment. official or private......... 

Karh copy certified to to be considered 
an original, and a fee charged for the 
certification. 

Additional fee for all services contem¬ 
plated by fee* numbered 31, 33, 3 a. 
W. 40, and 41 when rendered ebe- 
w here than at the consular office at 
the request of the Interested par tie*, 

for each hoar or fraction thereof_ 

In connection with any service render¬ 
ed outside of the cmvular office at 
the request of private individuals, the 
exact amount of the expenses actual¬ 
ly and necessarily Incurred by the 
person rendering the service shall 
be collected from Um person* for 
whom the amice to performed in 
addition to the fee or fee* pre¬ 
scribed therefor, but no amount la 


Fee 


$2 00 


No foe 


No fee 


No fee 


No fee 
2.00 


Note* 

10 00 
.» 


.35 


2.00 


LOO 


Item 

No 


44 


45 


4ft 


47 


50 


51 


52 


Nature of service 


clems of the fee or fees proscribed 
and such artual and MMHVr 
expense* shall be charged or ooceptad. 
Recording unofficial document* In con¬ 
sulate upon request: 

For the first loo words or fraction. 

For every additional 100 word* or less. - 
Any and all services indicated In the 
tarlfl of fees aid ixrformcd upon 
written orders of the DgartJMBt of 
8tats for the official use of the Gov¬ 
ernment t>f Die U nltvd States-- 

Any and all err view In connection with 
the eiecutton of tax return*, federal, 
stale, territorial, municipal, and In¬ 
sular.. 

Linen** for the practice of pharmacy and 
the sale of poisons in the consular dis¬ 
trict* of tbs United State* in Chin*..... 
For certifying to the correctness of copies 
of certificates of American origin, man¬ 
ufacture, or inspection, where such 
services are performed upon written 
order* of the Secretary of 8tate lor the 
purpose of advancing the export trade 

of the United State* ..—- 

Presenting a bin of exchange or other 
negotiable uwtroroeut tor acceptance, 

J iayment, or pro tret, lor each hour or 
ractiou thereof outride of the consular 
office_ 

Noting and certifying to jeotest of a blU 
of exchange or other negotiable instru¬ 
ment and giving notice thereof to 
drawer andjndoreer* when requested 

Adnd^atarlng* oatiu or taking ackuowL 
edgmsnt*, or authenticating the sig¬ 
natures of foreign official*, in connec¬ 
tion with kinsmen’s petitions tor wages 
and effect* of deceased seamen of the 

American merchant marine... 

Any and ail servicer performed for Amer¬ 
ican cltitens while outside the Unit*! 
States In preparation of ballot* to be 
uwd In any primary, general, or other 
public elections in th# United States, 
it* territories, or pwwaions. whether 
federal, stale, territorial, county, town, 

or municipal.-—-.. 

TransUtlng or Interpreting, for every 100 
word* of translation or fraction thereof, 
or for Interpreter per hour or fraction 

thereof...... 

Th* foregoing fee shall be collected 
only when It to necessary that a 
member of a consular stall be de¬ 
tailed a* translator or Interpreter 
tn the execution of a commission to 
lake testimony. 

This Item to not applicable to crim¬ 
inal cases under the act of June 30, 
133ft, 40 8tat. 1561. 1564. (dec. 
4M8. Part II.) 


Pee 


650 

.25 


So fee 

No toe 
100 

No foe 

1.00 

100 

No fee 

No fee 

LOO 


V-16. Other services for which no fee 
is charged .—In addition to the no-fee 
requirements contained in the tariff, the 
following services are to be performed 
without fee: 

(a) Any services which officers may be 
called upon to perform under items 12, 
31, 33. 38. 39. 40. 42. and 43 of the tariff 
when performed In connection with the 
settlement of the estate of any employee 
of the United States dying abroad while 
on official duty. 

(b) Any service which officers may be 
called upon to perform under items 31. 
33. 38, 39. 40. 42. and 43 of the tariff for 
the use of any person in the collection 
of claims from the United States, or in 
connection with any claim or application 
for service from the United States Vet¬ 
erans* Administration, or from any State 
or from the Veterans* Administration 
for compensation, pensions, back pay, 
bounty, bonus, or for property loss In the 
service of the United States. 

(c) Any service performed for the 
purpose of establishing the right to and 


obtaining the return of property held 
by the Alien Property Bureau. Depart¬ 
ment of Justice. 

V-17. Receipts, —(a) A receipt must be 
given when demanded for any fee which 
an officer collects, describing the service 
for which it is received and giving the 
serial number of the fee, the amount m 
dollars, and the equivalent in the money 
in which collected. 

(b) Receipts must be furnished by all 
officers to owners, agents, consignees, 
masters, or commanders of vessels from 
whom fees, charges, extra wages, or ar¬ 
rears of wages of seamen are collected. 

V-18. Refund of fees. —(a) Unless au¬ 
thorized by law no refund shall be made 
of any fee collected except under circum¬ 
stances showing conclusively that the 
officer was entirely at fault. (1 Comp. 
Gen. 267.) 

(b) Prior authorization required .—No 
refund of fees shall be made in any case 
by an officer of the Foreign Service until 
a request In writing therefor has been re¬ 
ferred to the Secretary of State for ad¬ 
ministrative consideration of the circum¬ 
stances involved and specific authoriza¬ 
tion for the refund has been received. 

V-19. Record of and accounting for 
fees. —(a) Every diplomatic or consular 
officer shall register in a book to be kept 
by him for that purpose all fees so re¬ 
ceived by him. In the order in which they 
are received, specifying each item of 
service and the amount received there¬ 
for, from whom, and the dates when re¬ 
ceived, and If for any service connected 
with any vessel, the name thereof, and 
Indicating what items and amounts are 
embraced in each receipt given by him 
therefor, and numbering the same ac¬ 
cording to the number of the receipts, 
respectively, so that the receipts and reg¬ 
ister shall correspond with each other; 
and he shall, in such register, specify the 
name of the person for whom, and the 
date when he shall grant, issue, or verify 
any passport, certify any invoice, or per¬ 
form any other official service in the 
entry of the receipt of the fees therefor, 
and also number each act so receipted 
for with the number of such receipt, 
and as shown by such register. <22 
U. 8. C. 5ft 13, 96.) 

(b) All fees, official or unofficial, re¬ 
ceived by any diplomatic or consular offi¬ 
cer for services rendered In connection 
with the duties of his office, including 
fees for notarial services, and fees for 
taking depositions, executing commis¬ 
sions or letters rogatory, settling estates, 
receiving or paying out moneys, caring 
for or disposing of property, shall be ac¬ 
counted for and paid Into the Treasury 
of the United States, and the sole and 
only compensation of such officers shall 
be by salaries fixed by law; but this shall 
not apply to consular agents (sec. V-22). 
(22 U. S. C. 55 13, 99.) 

(c) Every diplomatic or consular offi¬ 
cer. in rendering his account of fees 
received, shall furnish a full transcript 
of the register which he is required to 
keep, and make oath that, to the best 
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of his knowledge, the same is true, and 
contains a full and accurate statement 
of ail fees received by him, or for his 
use, for his official services as such 
officer, during the period for which it 
purports to be rendered. Such oath may 
be taken before any person having au¬ 
thority to administer oaths at the port 
or place where the officer is located. 

V-20. Fee stamps. —(a) Every officer 
In charge of an office will upon requisi¬ 
tion therefor, be supplied by the Depart¬ 
ment of State with adhesive official fee 
stamps on which shall be printed the 
equivalent money value of denominations 
and in amounts to be determined by the 
Department of State, and he shall ac¬ 
count monthly (31 D. S. C. 8 496) to the 
Department of 8tate for the use of such 
stamps and for such of them as shall 
remain in his hands. 

(b) Whenever an officer is required or 
finds it necessary to perform any official 
or notarial act he shall prepare and 
deliver to the party or parties at whose 
instance such act is performed a suitable 
and appropriate document as prescribed 
in the regulations and affix thereto and 
duly cancel an adhesive stamp or stamps 
of the denomination or denominations 
equivalent to the fee prescribed for such 
official or notarial act, and no such act 
shall be legally valid within the jurisdic¬ 
tion of the Government of the United 
States unless such stamp or stamps is 
or are affixed and canceled. (22 U. a C. 
SI 13. 100.) 

(c) Pee stamps shall be used for no 
other purpose than to evidence the pay¬ 
ment of such fees os may be prescribed 
by law or by the President for acts or 
services performed by diplomatic or 
consular officers. Inasmuch as expenses 
which are to be collected under certain 
circumstances in addition to the fees 
prescribed are not regarded as fees but 
as reimbursement for outlays made by 
the officer, stamps for the amount of 
such expenses collected will not be af¬ 
fixed. 

V-21. Fees for services for foreign 
governments .—When an office of the 
United States has been authorized to 
undertake representation of the inter¬ 
ests of a foreign government In accord¬ 
ance with the provisions of sections 174 
and 453 of Part n of the Foreign Service 
Regulations, any officer of the United 
States who discharges consular duties 
for that foreign government is not a 
consular officer of the foreign govern¬ 
ment but Is an agent of It only insofar 
as the discharge of duties and responsi¬ 
bility for his official acta are concerned. 
The tariff of fees of the foreign govern¬ 
ment should be followed. If available, 
but if not, the United States tariff of 
Foreign Service fees is applicable. To 
the extent to which the laws or instruc¬ 
tions of the foreign government permit 
the consular officer to retain fees col¬ 
lected In its name, these fees are the fees 
of the consular office and must be paid 
over and accounted for to the Govern¬ 


ment of the United States. Fees col¬ 
lected by a diplomatic or consular officer 
for these services, which the officer Is 
not authorized to retain, shall be dis¬ 
posed of and accounted for in accord¬ 
ance with the instructions of the Secre¬ 
tary of State. 

V-22. Fees of consular agents. —(a) 
Consular agents shall be entitled to re¬ 
tain as compensation one-half of the 
fees received in their offices provided 
that in no case shall such compensation 
exceed $1,000 per annum. The balance 
of all fees received shall be accounted 
for and paid into the Treasury of the 
United States. <22 U. S. C. | 99.) 

(b) For official services to American 

vessels consular agents who arc com¬ 
pensated by fees must furnish the mas¬ 
ter of every such vessel with an itemized 
statement of the services performed on 
account of said vessel showing the fee 
prescribed by the tariff of fees tor each 
service. If the amount received or due 
consular agents from regular fees col¬ 
lected by them is not equivalent to com¬ 
pensation at the rate of $1,000 per an¬ 
num. they will be allowed from the 
appropriation therefor such additional 
compensation as they would have re¬ 
ceived. and would have been entitled 
to retain but for the exemption of these 
vessels from the payment of such fees 
to a maximum total compensation of 
$1,000. (22 U. 8. C. | 89; 31 U. S. C. 

725a (5).) Such services will not be 
compensated unless they are necessarily 
rendered. (22 U. S. C. | 89.) 

(c) Consular agents shall account for 
fees collected and furnish reports of 
services to American vessels and seamen, 
including the fees prescribed therefor, 
and shall be compensated for such serv¬ 
ices in accordance with the provisions 
of these regulations and the instructions 
of the Secretary of State. (See sec. 183, 
Part n.) 

Disposition of Fees and Official Moneys 

V-23. Disposition of fees and other of¬ 
ficial moneys.—(a) Pursuant to the au¬ 
thority contained in section 231, title 22, 
United States Code, the Secretary of State 
is authorized, except as to United States 
gold coins and gold certificates (see sec. 
V-57), to require in the manner and form 
prescribed by him: 

(1) That official collections be applied, 
insofar as necessary, to disbursements, 
the balance, if any, to be remitted for de¬ 
posit in the Treasury ; 

(2) That the entire amount of official 
collections be remitted to the Department 
of State for deposit in the Treasury, and 
the remittances may include or be made 
by either official checks drawn by dis¬ 
bursing officers for funds or official drafts 
drawn by officers of the Foreign Service 
for salaries and expenses, which may be 
cashed from official collections for the 
purpose of making remittances and ob¬ 
taining funds for disbursement; 

(3) That official collections be remitted 
or applied to disbursements in such man¬ 


ner as he shall deem necessary to meet 
unusual or unforeseen circumstances or 
conditions. 

(b) All receipts from consular fees 
and all other official receipts of any For¬ 
eign Service post within the Jurisdiction 
of a district accounting and disbursing 
office will be Included in accounts of the 
responsible diplomatic, consular, or For¬ 
eign Service officers to the district office 
at the same intervals and in a manner 
similar to that prescribed in this article 
for the submission of such accounts and 
return directly to the Department of 
State by all officers not within a fiscal dis¬ 
trict. (22 U. S. C. 8 23k.) 

Disbursements 

V-24. Schedule of disbursements .—All 
vouchers, except as otherwise provided 
in these regulations or by instruction of 
the Secretary of State, shall be scheduled 
on the prescribed forms consecutively as 
paid. (See sec. V-28.) 

V-25. Miscellaneous objects of expendi¬ 
ture .—When an appropriation act mak¬ 
ing appropriations for the Department at 
State contains under the caption “Con¬ 
tingent Expenses, Foreign Service** au¬ 
thority for the payment of “such other 
miscellaneous expenses as the President 
may deem necessary**, expenditures for 
the following purposes may be incurred 
by the various embassies, legations, and 
consular offices when authorized by the 
Secretary of State: 

Burglar-alarm, fire-alarm, and clock 
regulation service. 

Cleaning and toilet supplies. 
Commercial reference and clipping and 
statistical services. 

Consular corps, expense of. 
Consular-court expenses when fees 
Insufficient 
Customs charges. 

Disinfecting and other sanitation 
services. 

Electric bells, buzzers, fans, lamps, 
wiring; purchase, installation, repair, 
upkeep, removal. 

Engraving. 

Express and cartage charges. 

Fees, experts', for drawing leases. 

Fees, contractual, percentage or spe¬ 
cific architectural, structural, or related 
work. 

Flag staffs, purchase, repair, upkeep. 
Floral offerings and wreaths. 

Framing of pictures, photographs, 
tariff of fees. etc. 

Garage and equipment. 

Garden and lawn tools and supplies, 
including hose and reels. 

Oratuitles, customary local. 

Guaranties or deposits with public- 
utility companies. 

Installation expenses. 

Laundry and towel service for offices. 
Library stock. 

Local transportation. 

Mall, handling and delivery. 

Mail bags and pouches. 

Mechanical supplies and equipment. 
Money orders, express and postal. 
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Moving expenses. 

Magazines and pamphlets. 

Office machines and equipment: Type¬ 
writers. duplicators, adding machines, 
calculating machines, protectographs. 
telephones and telephone switchboards, 
and other appliances and miscellaneous 
equipment; purchase, repair, upkeep, and 
rental. 

Office supplies, miscellaneous. 

Packing cases. 

Photographs and photostats and 
photographic and photostatlc supplies. 

Post office boxes, rent. 

Powcjt. 

Seamen, destitute and shipwrecked 
American; board, lodging, clothing, med¬ 
ical attention, medicines, transportation. 

Senior consulate contribution. 

Special services, such as ash. garbage, 
rubbish, and snow removal; cleaning, 
window washing, chimney sweeping, etc. 

Storage of goods, not Incidental to 
transportation. 

Taxes and rates, including stamp 
taxes. 

Translations, purchase of. 

Uniforms, repair, alteration, cleaning. 

Water coolers and filters, purchase, 
repair, upkeep. 

Water rent. 

Items which may be required under 
the laws or customs of, or because of 
climate or unhealthful conditions in, the 
country where offices are situated. 

Such other miscellaneous items as may 
from time to time become necessary, ex¬ 
cept where expenditures for any such 
items are specifically prohibited by law. 

V-26. Contracts and /eases.—<a) Ex¬ 
cept as otherwise provided by law all 
purchases and contracts for supplies or 
services, except for personal services, 
shall be made by advertising a sufficient 
time previously for proposals respecting 
the same, when the public exigencies do 
not require the Immediate delivery of the 
articles, or performance of the service. 
When immediate delivery or perform¬ 
ance is required by the public exigency, 
the articles or service required may be 
procured by open purchase or contract, 
at the places and in the manner In 
which such articles are usually bought 
and sold, or such services engaged, be¬ 
tween individuals. (41 U. S. C. $ 5.) 
Contracts shall be awarded to the lowest 
responsible bidder meeting specifications 
and the terms and conditions of the con¬ 
tract shall be set forth in a written 
agreement. (3 Comp. Dec. 137.) 

(b) All rental agreements or leases 
should be in writing and should be ex¬ 
ecuted in accordance with section 66 of 
Part n of the Foreign Service Regula¬ 
tions and instructions of the Secretary of 
8tate and forwarded to the Department 
of State for consideration and trans¬ 
mittal to the General Accounting Office. 

V-27. Telegraph and telephone serv¬ 
ice. —(a) Discretion should be exercised 
in the use of telegraph or cable service 
or the telephone at Government expense, 
and ordinarily such use should be re¬ 


stricted to cases of urgency where delay 
would result in injury or be prejudicial 
to the public or legitimate private inter¬ 
ests. or where the purpose can not be ac¬ 
complished by the use of ordinary or 
air mall services. 

(b) When an application for leave of 
absence is made by a diplomatic or con¬ 
sular officer or any employee by tele¬ 
graph or telephone, the cost thereof 
shall be borne by him personally, and If 
a reply to such an application is for¬ 
warded by telegraph or telephone the 
cost thereof shall also be charged to him. 
provided, however, that the Secretary of 
State may in cither case determine that 
the messages relate to official business. 

(c) Whenever possible official tele¬ 
grams should be sent in code for the 
purpose of economy even if the non-con¬ 
fidential character of the message does 
not otherwise require it, except in rare 
Instances when plain messages may be 
transmitted at less cost than code mes¬ 
sages. bearing in mind the nature of the 
subject matter. The regulations govern¬ 
ing the use of Departmental codes set 
forth in the introduction to each code 
shall be strictly observed and followed 
by all officers and employees. 

<d) Whenever the Secretary of 8tate, 
in his discretion, procures information 
on behalf of corporations, firms, and 
individuals, the expense of cablegrams 
and telephone service involved may be 
charged against the respective appro¬ 
priations for the service utilized, and re¬ 
imbursement therefor shall be required 
from those for whom the information 
was procured, and. when made, be 
credited to the appropriation under 
which the expenditure was charged. 
<5 U. S. C. i 169.) Such expenses should 
be incurred only upon prepayment of 
all charges or satisfactory assurance of 

payment. 

(e) Contracts for telephone service 
required .—Officers in charge must for¬ 
ward to the Department in accordance 
with section V-26. original contracts or 
agreements for telephone service at their 
offices, if such contracts have been made 
or arc obtainable. If it is not possible to 
obtain a written contract or agreement, 
the facts should be fully explained. A 
list of toll rates should be forwarded 
with the contract and a revised list 
should be forwarded for filing with that 
contract whenever changes in rates are 
made. 

V-28. Vouchers for purchases and 
services. —A proper and satisfactory 
voucher must be furnished for every dis¬ 
bursement In the form prescribed by the 
Secretary of 8tate. Each voucher must 
be In the English language or accompa¬ 
nied by a translation. 

Salaries and Allowances 

V-29. Ministers resident , commission¬ 
ers. and charges d'affaires. —Unless 
otherwise provided by law, ministers res¬ 
ident and commissioners shall be en¬ 


titled to compensation at the rate of 75 
per centum, and charges d'affaires ad 
interim at the rate of 50 per centum, of 
the amounts allowed to ambassadors ex¬ 
traordinary and plenipotentiary and 
envoys extraordinary and ministers 
plenipotentiary to the respective coun¬ 
tries. (22 U. S. C. §5 19, 20, 32.) 

V-30. Foreign Service officers. —For¬ 
eign Service officers, whose salaries are 
fixed by law. are entitled to compensa¬ 
tion at the rate prescribed within their 
respective classes. 

(a) Appointment or promotion during 
recess of Senate. —Foreign Service of¬ 
ficers appointed or promoted during a 
recess of the Senate shall be paid the 
compensation of the position to which 
appointed or promoted from the date of 
such appointment or promotion until 
the end of the next session of the Sen¬ 
ate if they have not theretofore been 
confirmed by the Senate, or until their 
rejection by the Senate before the end 
of Its next session. If the Senate should 
reject or fall to confirm the promotion 
of a Foreign Service officer during the 
session following the date of such pro¬ 
motion, the Foreign Service officer shall 
automatically be reinstated In the posi¬ 
tion from which he was promoted, such 
.reinstatement to be effective, in the 
event of rejection of the nomination, 
from the date of rejection; and in the 
event of failure of the Senate to act on 
the nomination during the session fol¬ 
lowing a promotion, from the termina¬ 
tion of that session. (22 U. S. C. Supp. 
m. $ 4.) 

(b) Compensation when performing 
diplomatic duties.—Within the discretion 
of the President, any Foreign Service 
officer may be assigned to act as com¬ 
missioner. charge d'affaires, minister 
resident, or diplomatic agent for such 
period as the public interest may require 
without loss of grade, class, or salary, 
provided that no such officer shall re¬ 
ceive more than one salary. (22 U. 8. C. 
5 19.) 

V-31. Vice consuls not of career^ a) 
Vice consuls not of career are entitled 
to compensation as clerks from the cur¬ 
rent appropriation and the allotment 
granted to the office where their service 
is performed. They are not entitled to 
receive compensation as vice consuls. 

(b) Vice consuls not of career, re¬ 
ceiving compensation as clerks, are en¬ 
titled to compensation when traveling 
to and from their posts, or elsewhere, 
under orders of the Secretary of State, 
or while on leave of absence, subject to 
the law and regulations governing leaves 
of absence. 

V-32. Clerks. —Clerks at embassies, 
legations, and consular offices are en¬ 
titled to receive compensation at the 
rates fixed in accordance with the pro¬ 
visions of section 24 of Part II. 

V-33. Miscellaneous emptoyees.—Mis¬ 
cellaneous employees of the Foreign 
Service receive compensation at the rates 
fixed by th e Department of State in 
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accordance with the provisions of the 
current appropriation act. 

V-34. Consular agents, —(For compen¬ 
sation of consular agents see section 
V-22 and notes.) 

V-35. Vice consuls not of career re- 
coining no compensation as clerks. —Vice 
consuls not of career, receiving no com¬ 
pensation as clerks, are entitled to com¬ 
pensation only while actually in charge 
at the rate of one half the salary of the 
last principal consular officer in charge. 
(43 8tat. 1016.) (See sec. V-37.) 

V-36. Salaries and aUotoanccs of de¬ 
ceased or incompetent officers and em¬ 
ployees. —(a) When officers or employees 
die or become Incompetent and there is 
any unpaid salary, allowance, or other 
amount due them, claim must be made 
therefor on forms specially prescribed for 
that purpose. 

<b) Amounts due the deceased person 
are a port of the estate of the decedent, 
and officers will not make any payment 
therefrom. 

(c) When an officer or employee dies 
his salary or compensation ceases at the 
close of business on the date of death. 

V-37. Allowance for assuming charge 
of office< —(a) Fbr such time as any For¬ 
eign 8ervice officer is lawfully authorized 
to act as charge d'affaires ad interim or to 
assume charge of a consulate general or 
consulate during the absence of the prin¬ 
cipal officer at the post to which he shall 
have been assigned, he shall, if his salary 
is less than one half that of such principal 
officer, receive in addition to his salary as 
Foreign Service officer, compensation 
equal to the difference between such sal¬ 
ary and one half of the salary provided 
by law for the ambassador, minister, or 
principal consular officer, as the case may 
be. (22 U. 8. C. 9 20.) 

(b) Vice consuls while In charge of a 
consulate general or consulate during the 
absence of the principal officer are en¬ 
titled to additional compensation in the 
same manner and under the same condi¬ 
tions as Foreign Service officers. (43 
8tat. 1016.) 

V-36. Allowance to widow or heirs of 
deceased officer, —Whenever any diplo¬ 
matic or consular officer of the United 
States dies in a foreign country in the 
discharge of his duty, there shall be paid 
to his widow, or. If no widow survive him. 
then to his heirs at law, a sum of money 
equal to the allowance made to such offi¬ 
cer for the time necessarily occupied in 
making the transit from his post of duty 
to his residence in the United States. 
(22 U. S. C. 9 130.) 

V-39. Allowance for ttvino quarters , 
heat, fuel . and light. —Subject to the pro¬ 
visions of the Regulations Governing the 
Occupation and Maintenance of Certain 
Foreign Service Quarters prescribed by 
Executive Order No. 6624 of May 15. 
1931. as amended, and the Standardized 
Regulations to Govern Allowances for 
Living Quarters. Heat. Fuel, and Light 
for Civilian Officers and Employees of 
the Government Stationed in Foreign 
Countries, issued by the Director of the 


Bureau of the Budget, and regulations 
Issued thereunder by the Secretary of 
State, there may be furnished without 
cost to officers and employees in the For¬ 
eign Service living quarters, including 
heat, fuel, light, and household equip¬ 
ment In Government-owned or rented 
buildings, at places where. In the Judg¬ 
ment of the Secretary of State, it is In 
the public interest to do so. and where 
such quarters are not available officers 
and employees who are citizens of the 
United States may be granted an allow¬ 
ance for living quarters including heat, 
fuel, and light. Such rented quarters or 
allowances In lieu thereof may be fur¬ 
nished only within the limits of the ap¬ 
propriations made therefor. (5 U. 8. C. 
9 118 a; 22 U. 8. C. 9 291.) 

V-40. Representation and cost of liv¬ 
ing (post) allowances. —Within the limi¬ 
tations of such appropriations os may 
be made therefor, ambassadors, minis¬ 
ters, diplomatic, consular, and Foreign 
Service officers may be granted allow¬ 
ances for representation, and also post 
allowances wherever the cost of living 
may be proportionately so high that in 
the opinion of the Secretary of State 
such allowances are necessary to enable 
such diplomatic, consular, and Foreign 
Service officers to carry on their work 
efficiently. All such allowances shall be 
accounted for to the Secretary of State 
In such manner and under such rules 
and regulations os the President may 
prescribe; and the authorization and 
approval of such expenditures by the 
Secretary of State, as complying with 
such rules and regulations, shall be bind¬ 
ing upon all officers of the Government. 
(22 U. 8. C. | 12.) 

V-41. Losses due to appreciation of 
foreign currency. —Pursuant to authority 
granted by section 118c. title 5. United 
8tates Code, and In accordance with 
regulations Issued thereunder, payments 
may be made from appropriations to 
meet losses sustained on and after July 
1. 1933. by officers, enlisted, men, and 
employees of the United States while in 
service in any foreign countries due to 
appreciation of foreign currencies in 
their relation to the American dollar. 

Payment of Salaries and Allowances 

V-42. Limitations regarding pay¬ 
ment .—In the payment of compensation 
the following directions are to be ob¬ 
served. 

(a) Absence from post ,—(1) No officer 
or employee of the Foreign Service shall 
receive salary for the time during which 
he is absent from his post, by leave or 
otherwise, in excess of periods of ab¬ 
sence which are authorized by law to be 
taken with pay. (See secs. 465-474 Part 
IL) (22 U. S. C. 99 17. 17a, 124.) 

(b) Recall for malfeasance. —(1) No 
officer of the Foreign Service shall be 
entitled to compensation in case he is 
recalled for malfeasance except to the 
date of the delivery of the notification 
of recall at the office to which he was 
last attached or. In the event of his ab¬ 


sence therefrom, its delivery at his last 
known address; or If the officer resigns 
in anticipation of such recall, he is en¬ 
titled to compensation only to the date 
of the acceptance of such resignation. 
In neither case will compensation be 
allowed for the time occupied in the 
transit to the United States. (22 U. 8. C. 
99 1. 121; 9 Op. Att. Gen. 89. 92.) 

(2) No money shall be paid to any 
person for his compensation who Is in 
arrears to the United States, until he 
has accounted for and paid Into the 
Treasury all sums for which he may be 
liable. (5 U. S. C. 9 82.) 

(3) There shall be no withholding or 
confiscation of the earned pay, salary, 
or emolument of any civil employee of 
the United States removed for cause: 
Provided , That if at the time of such re¬ 
moval any such employee is indebted to 
the United States, any salary, pay. or 
emolument accruing to such employee 
coming within the provisions of this sec¬ 
tion shall be applied in whole or In part 
to the satisfaction of any claim or in¬ 
debtedness due to the United States. 
(5 U. 8. C. 9 46a.) 

(c) Excess travel time. —No Foreign 

Service officer or employee traveling un¬ 
der orders or on leave with permission 
to visit the United States is entitled to 
salary in transit for any time in excess 
of that actually and necessarily occu¬ 
pied In proceeding by direct route and 
generally adopted method of transport 
from his post to his place of residence or 
destination In the United States, or vice 
versa, and such time as may be neces¬ 
sarily occupied in awaiting sailing, ex¬ 
cept when complying with specific orders 
issued by the Department of State (sec. 
467 Part n.) (22 U. S. C. 9 17a.) 

(d) Resignation in the United States .— 
The right to compensation of ap officer 
or employee of the Foreign Service who 
resigns while in the United States on 
leave of absence terminates with the 
effective date of the acceptance of the 
resignation, or the lapse of his statutory 
leave, whichever occurs first. 

(e> Extra compensation prohibited .— 
Except as otherwise provided by statute 
the compensation allowed by law to the 
various diplomatic and consular officers 
shall be in full for all the services ren¬ 
dered and personal expenses incurred by 
the persons respectively for whom such 
compensation Is provided, of whatever 
kind such services or personal expenses 
may be, or by whatever treaty, law. or in¬ 
structions they are required; and no al¬ 
lowance. other than such as is so pro¬ 
vided, shall be made in any case for the 
outfit or return home of any such officer 
or person. (22 U. S. C. 9 125.) 

(f) Allotment of pay by civilian per¬ 
sonnel stationed abroad. —As provided by 
the act approved May 14. 1937, 50 Stat. 
166, and in accordance with the provi¬ 
sions of regulations Issued by the Secre¬ 
tary of State, civilian officers and em¬ 
ployees who are assigned for duty outside 
the continental limits of the United States 
may make allotments, in whole or in 
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part, from their pay for the support of 
their families or relatives, for their own 
savings, or for other similar purposes. 

V-43. Preparation of pay roll. —(a) 
Vouchers shall be prepared showing the 
Christian name in full. Initial, if any, 
and surname, on the forms prescribed. 
The detailed information required by the 
forms and otherwise, shall be Inserted 
before certification for payment. 

<b> The officer who renders the ac¬ 
counts of the office Is required to pay the 
salaries and allowances of all officers and 
employees of the Foreign Service of the 
Department of State assigned or detailed 
to the office. 

V-44. Expenses allowable for trans¬ 
portation, per diem, and shipment of ef¬ 
fects .—Officers and employees of the 
Foreign Service and other properly au¬ 
thorized persons traveling at Govern¬ 
ment expense, upon receipt of travel or¬ 
ders shall be allowed expenses in ac¬ 
cordance with the Standardized Govern¬ 
ment Travel Regulations and regulations 
prescribed by the Secretary of State, as 
follows: 

(a) Their actual and necessary trans¬ 
portation expenses and per diem. 

(b) Transportation expenses and per 
diem of their families. 

<c) Expenses of packing and trans¬ 
portation of their effects. 

<d> Expenses for the preparation and 
transportation of the remains of officers 
and employees of the Foreign Service 
who have died or may die abroad or in 
transit while in the discharge of their 
official duties. 

Emergency travel ,—Whenever travel 
has been performed and expense in¬ 
curred on account of an emergency, or 
without prior authority, the travel 
voucher must be approved by the head 
of the Department or independent estab¬ 
lishment. or by an official designated by 
him for this purpose, and such approval 
shall constitute the authority for the 
travel. All vouchers submitted on ac¬ 
count of such travel must contain a 
satisfactory statement of the facts, con¬ 
stituting the necessity therefor. (Stand¬ 
ardized Government Travel Regulations, 
approved January 30. 1934, and Decem¬ 
ber 10. 1935, paragraph 7.) 

V-45. Expenditures for other depart¬ 
ments .—In case an account Is opened by 
request of any department or establish¬ 
ment of the Government under instruc¬ 
tions of the Secretary of State, that ac¬ 
count will be rendered in accordance 
with the instructions received and un¬ 
less otherwise instructed the amounts so 
received or disbursed shall be included 
In the regular accounts of the office. 

Preparation and Rendition of Accounts 

V-46. Accounts stated in the currency 
of the United States .—All accounts (ex¬ 
cept those covering special deposits in 
foreign currencies) must be stated in the 
currency of the United 8tates. 

Satisfactory evidence must accompany 
the accounts as to the correct rates for 


conversion into the currency of the 
United 8tates of all foreign currencies 
Involved in transactions set forth In the 
accounts. Such evidence may consist of 
a certificate of a responsible banker or 
of a diplomatic or consular officer him¬ 
self based an authentic quotations. 

Accounts Rendered Direct to Department 
of State 

V—47. Account current required for 
every account .—All transactions of of¬ 
ficers, without regard to where they may 
be located, or for whatever period, for 
which an accounting is required to be 
made direct to the Department of State, 
shall be stated on an account current 
form in accordance with the instructions 
issued by the Secretary of State. (See 
sec. V-SO.) 

V-48. Cash accounts.—Every account 
shall be supported by evidence of proper 
accounting for all receipts and payments 
in United States currency and in the 
various foreign currencies In the manner 
and on the forms prescribed for that 
purpose by the Secretary of State. 

Accounts From Offices Within Fiscal 
Districts 

V-49. Establishment of fiscal districts 
and creation of district accounting and 
disbursing offices to exercise control over 
the accounting and disbursing work of 
the Foreign Service posts located there¬ 
in .—The Secretary of State Is hereby 
authorized, whenever the necessity for 
such offices with a view to effecting econ¬ 
omies in accounting procedure Is appar¬ 
ent, to prescribe certain fiscal districts or 
areas and to establish within each such 
district as a part of the Department of 
State service, a district accounting and 
disbursing office to exercise control over 
the accounts of all diplomatic missions 
and consular offices within the district in 
such manner as the Secretary of State 
may direct. To each such office may be 
assigned the administrative accounting 
responsibility for receipts and expendi¬ 
tures of the diplomatic missions and con¬ 
sular offices within the district. Each 
district office shall be In charge of an 
accountable officer, to whom all fees, and 
other official moneys, received by any 
diplomatic, consular, or Foreign Service 
officer may be accounted for, under such 
rules and regulations as may be pre¬ 
scribed by the Secretary of State, all such 
fees and moneys, or the residue thereof 
after the payment of salaries, allowances, 
and current expenses of the diplomatic 
missions and consular offices within the 
district, to be paid by the district ac¬ 
counting and disbursing officer into the 
Treasury of the United States. Such dis¬ 
trict accounting and disbursing officer 
accountable for public moneys may en¬ 
trust moneys to other bonded officers for 
the purpose of having them make dis¬ 
bursements as his agent; and the officer 
to whom the moneys are entrusted, as 
well as the officer who entrusts the 
moneys to him. shall be held pecuniarily 
responsible therefor to the United States. 


All diplomatic, consular, or Foreign Serv¬ 
ice officers on duty within the area cov¬ 
ered by such district offices may be re¬ 
quired to render accounts of their dis¬ 
bursements to the officer in charge of 
such district office to be included In his 
accounts. Said district accounting and 
disbursing officers and their agents shall 
be bonded respectively to the United 
States for the faithful performance of 
their duties in such penal amounts as 
the Secretary of State may require. (22 
U. S. C. S 23k.) 

V-50. General accounts required irtth- 
in the jurisdiction of a district account¬ 
ing and disbursing office. —Diplomatic, 
consular, or Foreign Service officers on 
duty within the area covered by a dis¬ 
trict accounting and disbursing office 
will forward to such district office, rather 
than to the Department of State, such 
accounts as the Secretary of State may 
prescribe. No accounts will be required 
of such diplomatic, consular, or Foreign 
Service officers with respect to such of 
their fiscal transactions as the Secretary 
of State may from time to time estab¬ 
lish, by appropriate Instructions, as ex¬ 
clusive or primary functions of such 
district offices. 

V-51. Payments and disbursements 
made by district accounting and dis¬ 
bursing offices .—District accounting and 
disbursing offices shall pay. by checks 
for American currency drawn on the 
Treasurer of the United States, and in 
accordance with instructions issued by 
the Secretary of State, the salaries and 
allowances for personal services due to 
all diplomatic, consular, or Foreign 
Service officers and employees stationed 
at the Foreign Service posts within the 
Jurisdiction of the respective district of¬ 
fices. except employees paid in foreign 
currency; and any other official expenses 
of Foreign Service posts may be paid in 
the same manner when so directed by 
the Secretary of State. 

V-52. Accounting regulations — when 
applicable. —(a) All regulations and in¬ 
structions pertaining to the accounts of 
officers of the Foreign Service will be 
binding upon officers stationed within the 
district of any Foreign Service district 
accounting and disbursing office except 
as modified by these regulations or by 
Instructions Issued with respect thereto 
by the Secretary of State. 

(b) Regulations and instructions re¬ 
garding fiscal districts shall not be ap¬ 
plicable to officers located outside such 
fiscal districts. 

Special Disbursing Officers 

V—53. Special Disbursing Officerss— 
Special disbursing officers shall render 
accounts for the periods required by 
these regulations in the manner and on 
such forms as the Secretary of State 
shall prescribe. All regulations and in¬ 
structions pertaining to accounts ren¬ 
dered by officers who are not stationed 
within a fiscal district shall apply to all 
accounts rendered by special disbursing 
officers except as modified by these regu- 
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latiom or by Instructions issued by the 
Secretary of State. 

Drafts and Treasury Checks 

V-54. Drafts .—(a) Ambassadors, min¬ 
isters. Foreign Service officers, vice con¬ 
suls not of career, or special disbursing 
officers if specifically authorised and no 
others may draw drafts: 

1. When the post to which the officer 
is assigned Is not within a fiscal district. 

2. When such an officer is specifically 
directed by the Secretary of State to 
draw* separate drafts and render sep¬ 
arate accounts therefor. Strict com¬ 
pliance with such Instructions is en¬ 
joined. 

3. When stationed within fiscal dis¬ 
tricts. for salaries and expenses in ac¬ 
cordance with these regulations or as 
modified by pertinent instructions, only 
In cases of emergency, or under the pro¬ 
visions set forth In paragraph 2 above, 
except that an officer who draws and 
negotiates drafts on account of traveling 
expenses or for transporting his effects 
prior to arrival at his post within such 
fiscal district, may draw for the balance 
due on such account, and he must render 
an account therefor to the Department 
of State in the required manner. 

(b) When a vice consul not of career 
assumes charge of a consulate, he should 
promptly notify the Secretary of State 
in order that any drafts drawn by him 
may be duly paid. No drafts of the vice 
consul will be paid unless the prescribed 
bond has been filed with and approved 
by the Secretary of the Treasury. 

(c) The Secretary of State when he 
deems it necessary may authorize the 
payment of salaries and allowances by 
separate drafts drawn on the Secretary 
of State to the order of employees. 
Drafts for other expenses will be drawn 
in such manner as the Secretary of 
State may direct consistent with law. 

<d) How drawn. —Drafts shall be 
drawn in the currency of the United 
States on the Secretary of State, at five 
days sight, unless instructed otherwise 
by the Secretary of State, acceptance 
waived and endorsements by procuration 
excepted. They should be made on the 
prescribed form in the handwriting of 
the officer, and should bear on the 
margin the appropriations and fiscal 
years to which the amounts arc charge¬ 
able. One draft should ordinarily cover 
all funds necessary at the time and the 
amount should not exceed contemplated 
requirements for disbursements during 
the accounting period. Drafts drawn at 
posts should bear the impression seal of 
the office. No draft shall be post dated. 

<e) Issuance of two copies .—Two 
copies of drafts may be issued in all cases 
where it is requested by the individual or 
institution cashing the original. This 
should be done by striking out, on the 
official forms, the warding “Sole of Ex¬ 
change" and inserting, with pen or type¬ 
writer on one copy "First of Exchange” 
No. 175-a 


and on the other copy. "Second of Ex¬ 
change." Such drafts should not be 
marked "Original" and "Duplicate." 

(f) Numbering drafts .—Each officer 
should number his drafts in a separate 
series, beginning with number one on the 
first draft drawn by him and by continu¬ 
ing the series of numbers during his 
period of service, without reference to 
post or position. Each officer should be¬ 
gin a series of numbers at once unless be 
has an established series. 

(g) Negotiating drafts. —In negotiat¬ 
ing drafts it is the duty of the officer to 
dispose of them at the most favorable 
rates obtainable, and to support the sale 
of the draft with an exchange voucher 
(form no. 92) regardless of the kind of 
currency received therefor. 

<h> The payment of drafts of officers 
in the Foreign Service will be considered 
an advance of public money to them for 
which they will be held accountable to 
the Government under their official 
bonds, and otherwise, until the sums 
drawn have been properly accounted for 
as required by law. 

V-55. Suspensions and disallowances .— 
(a) Whenever upon the statement of the 
account of any disbursing officer of the 
United States in the General Accounting 
Office credit shall have been disallowed 
for any payment to any person in the 
executive branch of the Government 
otherwise entitled to compensation from 
the United States or from any agency or 
instrumentality thereof, such compensa¬ 
tion of the payee may be withheld until 
full reimbursement has been accom¬ 
plished under such regulations as may be 
prescribed by the head of the department, 
branch, or independent establishment 
i including corporations* * under which 
such payee is entitled to receive compen¬ 
sation. Nothing herein shall be con¬ 
strued to repeal or In any way modify 
existing laws relating to the collection of 
the indebtedness of accountable or dis¬ 
bursing officers. (5 U. S. C. § 46b.) 

(b) Officers shall give prompt attention 
to suspended items in their accounts. 
Additional information or evidence re¬ 
quired should be obtained and forwarded 
as soon as possible and prompt refund 
should be effected when it is established 
that the charge is not allowable. The ac¬ 
tion taken on suspended items should be 
In accordance with regulations prescribed 
by the Secretary of State. 

V-68. Claims. —All claims must be 
signed by the claimant and must state 
his post-office address. They should be 
forwarded to the Department of State for 
administrative examination and trans¬ 
mission to the General Accounting Office 
for settlement. 

V-57. Acquisition and disposition of 
and accounting for United States gold 
coins and gold certificates.— United 
States gold coin and gold certificates re¬ 
ceived by officers of the Foreign 8erv1ce 
in the course of their official duties shall 
be received only on the basis of the face 
amount thereof, and shall be forwarded 


to the Department of State for transmis¬ 
sion to the Treasurer of the United 
States. Any United States gold coin and 
gold certificates received by such officers 
shall be accounted for specially. The 
special accounting procedure for such 
receipts shall be prescribed by the Secre¬ 
tary of State. 

SECTIONS or REGULATIONS CANCELED 

The following provisions of the For¬ 
eign Service Regulations of the United 
States arc hereby canceled: 

Sections XIII-9 to XIII-17, inclusive. 
Part L 

Chapter XX, Part I. 

Articles XXV, XXVI. XXVII, Part TL 
Section XXIV-461. Part II. 

EXECUTIVE ORDERS SUPERSEDED 

This order supersedes the following 
Executive Orders: No. 3973 of March 19. 
1924; No. 4401 of March 24. 1926: No. 
4465 of June 28. 1926: No. 4487 of July 
31, 1926; No. 4552 of December 11, 1926; 
No. 5110 of May 13. 1929; No. 5648 of 
June 11, 1931; No. 5737 of October 22. 
1931; No. 5812 of February 29. 1932; No. 
5837 of April 13. 1932; No. 5848 of May 
16. 1932; No. 5910 of August 23. 1932; 
No. 6167 of June 9, 1933: No. 6262 of 
August 29. 1933; No. 6657-A of March 27. 
1934; No. 6780 of June 30. 1934; No. 6810 
of August 4. 1934; No. 6850 of September 
18. 1934; No. 6880 of October 22. 1934; 
No. 7012 of April 15. 1935; No. 7379 of 
May 26. 1936; 1 and No. 7600 of April 7. 
1937/ 

Franklin D Roosevelt 
The White House, 

Sept. 3, 1938. 

I No. 79681 

|P. R Doc 38-2640: Plied. September 6. 
1938: 2:1ft p. m.] 


Rules. Regulations , Orders 


TITLE 7—AGRICULTURE 

AGRICULTURAL ADJUSTMENT 
ADMINISTRATION 

[SRB 101 Amendment 19) 

1937 Agricultural Conservation 
Program 

SOUTHERN REGION EULLETOf 101 

Pursuant to the authoi ity vested in the 
Secretary of Agriculture under Section 8 
of the Soil Conservation and Domestic 
Allotment Act. Southern Region Bulletin 
101/ as Amended, is hereby further 
amended by adding the following at the 
end of subparagraph (2), section (h). of 
section 18 thereof; 

"If (1) no acreage was devoted to the 
crop<s> in one or more soil-depleting 
base^s) in 1937, (2) only one producer Is 
entitled to share in that portion of the 


‘iP.R. 492. 

*2 P R. 673 
•2P.R.8(10> DL 
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class I payment with respect to such 
base(B), and (3) only one producer is en¬ 
titled to receive payment for furnishing 
the land, workstock. and equipment, that 
portion of the class I payment to be made 
to any producer with respect to the soil- 
depleting base(s) in connection with 
which there is no acreage devoted to the 
crop(S) in 1937 shall bo determined in ac¬ 
cordance with the provisions of either 
paragraph (1) or (2) of this subsection 
<h) and that portion of the class I pay¬ 
ment to be made to any producer with 
respect to the soil-depicting basc(s) in 
connection with which there is acreage 
devoted to crop(a) in 1937 shall be divided 
among the producers entitled to share in 
the soil-depleting crop(s) in such base(s) 
in accordance with the provisions of either 
paragraph <1) or (2) of this subsection 
<h> or in the proportion that the acreage 
share of each such producer bears to the 
total acreage on the farm devoted in 1937 
to such crop(s). H 

The provisions of this Amendment 19 
shall be effective as of October 14. 1937. 
so as to be covered by the provisions of 
the “Order Increasing the Allowances, 1 
Deductions, and Rates of Payment Under 
the 1937 Agricultural Conservation Pro¬ 
gram in the East Central. Northeast. 
North Central, Southern, and Western 
Regions" issued by the Secretary of Agri¬ 
culture on October 14. 1937. 

Done at Washington. D. C.. this 3d day 
of Sept. 1938. Witness my hand and the 
seal of the Department of Agriculture. 

fs* *ALl M. L. Wilson. 

Acting Secretary of AgricuUure. 

|F. R. Doc. 38-2643; Filed. September 6. 

1938; 4:11 p.m.) 


{Supplement No. 1] 

Regulations or the Secretary or Agri¬ 
culture With Respect to the Retire¬ 
ment or Cotton Pool Participation 
Trust Certificates. 1 Form C-S-I 

By virtue of the authority vested in 
the Secretary of Agriculture by Title VI. 
“Cotton Pool Participation Trust Certifi¬ 
cates", of the Agricultural Adjustment 
Act of 1938. as amended. Public No. 430. 
75th Congress. Approved February 16, 
1938. and the Item entitled “Retirement 
of Cotton Pool Participation Trust Cer¬ 
tificates'* contained in Title I of the De¬ 
partment of Agriculture Appropriation 
Act, 1939, Public No. 644, 75th Congress, 
approved June 16.1938.1 hereby prescribe 
the following supplemental regulation 
designated as Section VI of the Regula¬ 
tions of the Secretary of Agriculture with 
respect to the retirement of Cotton Pool 
Participation Trust Certificates, form 
C-5-I: 

Sec. VI. A purchaser of the form 
C-5-I Cotton Pool Participation Trust 
Certificate who has sent the transferred 
Certificate to the Pool Manager's office 


* 2 F. R. 2214 ( 2547 DI). 

*3F.R 1754 DX. 


for transfer shall be deemed to be the 
lawful holder and owner thereof on May 
l, 1937, provided the letter of transmis¬ 
sion is post marked, or is stamped re¬ 
ceived by the Pool Manager’s office, on or 
before that date, if the transfer of the 
Certificate is otherwise regular. 

In witness whereof. I, M. L. Wilson. 
Acting Secretary of Agriculture, have 
hereunto set my hand and caused the offi¬ 
cial seal of the Department of Agricul¬ 
ture to be affixed hereto in the city of 
Washington, District of Columbia, this 
30th day of August, 1938. 

I seal 1 M. L. Wilson, 

Acting Secretary o{ Agriculture. 

| F. R. Doc. 38-2642. Filed. September 6. 

1938; 4:11 p. m | 


TITLE 12—BANKING AND CREDIT 

FEDERAL RESERVE SYSTEM 

Interlocking Bank Directorates Under 
the Clayton Act 

On August 31, 1938, the Board of Gov¬ 
ernors of the Federal Reserve System 
adopted the foDowing resolution: 

Resolved, That effective February 1, 
1939. Section 3 (a) of Regulation L (12 
CFR 212.3 (a)) be amended to read as 
follows: 

M (a) Any private banker or any di¬ 
rector, officer, or employee of a member 
bank of the Federal Reserve System may 
be at the same time a director, officer, 
or employee of not more than one co¬ 
operative bank, credit union or other 
similar institution;" 

(Sec. 8, 38 Stat. 732; Sec. 329. 49 Stat. 
717; sec. 11. 38 Stat. 734; Sec. 602 (d), 
48 Stat. 1102: 15 U. S. C. 19 and Sup. 
ID; 15 U. 8. C. 21.) 

I Reg. L, Bd. Oovs. F. R. 8. Revised 
effective Jan. 4. 1936. as amended effec¬ 
tive Feb. 1, 1939. J 

(seal! S. R. Carpenter. 

Assistant Secretary. 

|F. R. Doc. 38-2641. Filed, September 6, 
1938; 3:00 p.m.) 


TITLE 47—TELECOMMUNICATION 

FEDERAL COMMUNICATIONS COM¬ 
MISSION 

Chapter XVUI. Rules Governing the 
Destruction or Records or Telecom¬ 
munication Carriers • # 

Table or Contents 

Part 

240. Destruction Authorized. 

241. Supervision of Destruction. 

242. Written Authority lor Officer Having 

Supervision Over Destruction. 

243. Certificates at Destruction. 


• Sections 240.01 to 246.01 Issued under 
the authority contained in Sec. 220. 48 Stat. 
1078; 47 U. 8 C 220. 

z Promulgated by P. C. C. on September 6. 
1938. 


Part 

244. Applicability. 

245. Administrative Regulations 

240. List of Accounts, Records, and Memo¬ 
randa. and Periods of Retention. 

PART 240. DESTRUCTION AUTHORIZED 
Sec. 

24001 Accounts, records, etc., named In Bee. 
246.01 

Sec. 240.01 Accounts, records, etc.. 
named in Sec. 246.01 . Carriers may de¬ 
stroy the accounts, records, and memo¬ 
randa named In Sec. 246.01 (other than 
those marked “permanently") at their 
option after having preserved them for 
the specified periods of time and upon 
complying with the requirements of this 
chapter. 

PART 241. SUPERVISION OF DESTRUCTION 
Sec. 

241.01 Supervision assigned to officer; au¬ 
thority which may be conferred. 
24102 Officer to be designated by receiver 
or trustee. 

241.03 Officer designated by head of firm, 
partnership, etc. 

241.04 Officer to be designated by title. 

241 05 Committee for destruction of certain 
records. 

Sec. 241.01 Supervision assigned to 
officer; authority which may be con - 
{erred. Supervision of the destruction of 
accounts, records, and memoranda shall 
be assigned to an officer appointed by 
the board of directors or. If the carrier's 
organization shall require it. to two offi¬ 
cers so appointed. Such officer or offi¬ 
cers may be given (a) general supervi¬ 
sion of the destruction of all accounts, 
records, and memoranda the destruction 
of which is permitted by this chapter, 
or <b) authority over the destruction of 
such of these accounts, records, and 
memoranda as may be specified by the 
board of directors. A copy of the reso¬ 
lution of appointment shall be filed with 
the Commission before the destruction 
of any of the accounts, records, or mem¬ 
oranda involved. Pending action by the 
board of directors, an appointment by 
an executive committee, or by a simi¬ 
larly authorized committee of the board 
of directors, shall have the same effect 
as if made by the board of directors. 

Sic. 241.02 Officer to be designated by 
receiver or trustee. If the property of 
a carrier is in the hands of a receiver 
or operating trustee, the officer or offi¬ 
cers to have supervision of the destruc¬ 
tion of accounts, records, and memoranda 
shall be designated by the receiver or 
trustee. A copy of the order of the 
receiver or trustee designating such offi¬ 
cer or officers shall be filed with the 
Commission before the destruction of 
any of the accounts, records, or memo¬ 
randa involved. 

Sec. 241.03 Officer designated by head 
of firm , partnership, etc. It the prop¬ 
erty is operated by an individual, firm, 
copartnership, or association, the head 
of the concern shall designate the person 
to have charge of the destruction of rec¬ 
ords. and if it is desired, may so desig¬ 
nate himself. A copy of the order des¬ 
ignating such person shall be filed with 
the Commission before the destruction 
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of any of the accounts, records, or mem¬ 
oranda involved. 

Sec. 241.04 Officer to be designated by 
title. In designating an officer to have 
general supervision of the destruction of 
accounts, records, and memoranda it 
would be preferable to designate by title 
only, rather than by name and title, and 
thus obviate the necessity of filing a new 
resolution each time a successor In the 
office is appointed. 

Sec. 241.05 Committee for destruction 
of certain records. At the option of the 
carrier the board of directors may from 
time to time name a committee to de¬ 
stroy canceled stock certificates, bonds, 
or other records covered by item 16 of 
Sec. 246.01 in lieu of delegating the au¬ 
thority for the destruction to an officer, 
as provided in Sec. 241.01. A copy of 
the resolution of the board of directors 
naming such committee shall be filed 
with the Commission before the destruc¬ 
tion of any of the records involved. 

PART 242. WRITTEN AUTHORITY FOR OFFICER 

HAVING SUPERVISION OVER DESTRUCTION 

Sec. 

242.01 Written authority to be lwued for 
destruction of record.*; exception*. 
242.02 Content* of authority 
242.03 Authority for destruction; a perma¬ 
nent record 

Sec. 242.01 Written authority to be 
issued for destruction of records; excep¬ 
tions. When any accounts, records, or 
memoranda are to be destroyed, an offi¬ 
cer having supervision of the destruc¬ 
tion of accounts, records, and memo¬ 
randa (as designated in compliance with 
Sections 241.01. 241.02, and 241.03 shall 
issue a written authority designating by 
name and title or by title or occupation 
the person or persons by whom the ac¬ 
counts, records, or memoranda are to be 
destroyed (except as provided for in 
Sec. 245.03). 

Sec. 242.02 Contents of authority . 
The written authority 

(a) may be confined to certain ac¬ 
counts. records, and memoranda which 
have been retained for the periods of 
time specified in this chapter and which 
the carrier then desires to destroy. In 
which case it shall Indicate— 

First. The accounts, records, or mem¬ 
oranda to be destroyed, expressed either 
In form numbers or by descriptive titles; 
and, 

Second. The period or periods covered 
by the accounts, records, or memoranda 
the destruction of which Is authorized, 
or— 

ib> may be of continuing effect, ap¬ 
plying to any or all the accounts, records, 
and memoranda named herein as the 
periods of retention of such accounts, 
records, or memoranda attain the limits 
specified herein. 

Sec. 242.03 Authority for destruction; 
a permanent record. Such written au¬ 
thority, or a certified copy thereof, shall 
be filed In the office of the issuing officer 
as a permanent part of the carrier’s 
records. It is not required at present 
that copies of the written authorities be 
filed with the Commission. 


PART 243. CERTIFICATES OF DESTRUCTION 

e«c, 

243.01 Persons having direct supervision to 
certify as to accounts, etc. de¬ 
stroyed. 

243.02 Description of accounts destroyed; 

separate or cumulative certificates. 
243 03 Certificates of destruction of certain 
records to be kept permanently. 
243.04 Certificates of destruction to be for¬ 
warded to the supervising officer. 
243.05 Certificates not necessary in certain 
cases. 

Sec. 243.01 Person having direct su¬ 
pervision to certify as to accounts, etc. 
destroyed. The person or persons upon 
whom devolves the duty of the direct 
supervision of the destruction of the ac¬ 
counts. records, or memoranda under 
the authority referred to in Sec. 242.02 
(a) shall make certificate (except as 
provided for in Sec. 243.05 and 245.03) 
setting forth that the accounts, records, 
or memoranda listed in the said author¬ 
ity have been destroyed and that no 
other accounts, records, or memoranda 
than those so listed have been destroyed 
therewith. 

Sec. 243.02 Description of accounts 
destroyed; separate or cumulative certifi¬ 
cates. If an authority as referred to 
in Sec. 242.02 (b> Is given, a certificate 
of destruction shall be made by the per¬ 
son or persons upon whom devolves the 
duty of direct supervision of destruction 
(except as provided for in Sections 243.05 
and 245.03) listing either by form num¬ 
bers or descriptive titles the accounts, 
records, and memoranda destroyed, 
naming the period or periods covered by 
the accounts, records, and memoranda 
and stating that no other accounts, rec¬ 
ords, or memoranda than those so listed 
have been destroyed therewith. Either 
(a) separate certificates shall be made 
each time any accounts, records, or 
memoranda are destroyed, or (b) cumu¬ 
lative certificates shall be made with 
entries each time any accounts, records, 
or memoranda are destroyed. 

Sec. 243.03 Certificates of destruction 
of certain records to be kept perma¬ 
nently. When any records covered by 
item 16 of Sec. 246.01 are destroyed, a 
certificate of destruction giving full de¬ 
scriptive reference to the documents de¬ 
stroyed shall be made by the person or 
persons authorized to perform such de¬ 
struction and shall be retained perma¬ 
nently by the carrier. When documents 
represent debt secured by mortgage, the 
certificates of destruction shall also be 
authenticated by representatives of the 
trustees acting in conjunction with the 
person or persons destroying the docu¬ 
ments or shall have the trustees’ accept¬ 
ance thereon. 

Sec. 243.04 Certificates of destruction 
to be forwarded to the supervising 
officer . Certificates of destruction shall 
be forwarded promptly to the officer hav¬ 
ing supervision of the destruction of ac¬ 
counts. records, and memoranda, who 
issued the written authority, and shall be 
retained in his office as a permanent part 
of the carrier's records. In case cumula¬ 
tive certificates are made they shall be 


forwarded to such officer periodically, but 
at least once every six months. It is not 
required at present that copies of the 
certificates of destruction be filed with 
the Commission. 

Sec. 243.05 Certificates not necessary 
in certain cases. Certificates of de¬ 
struction need not be made for accounts, 
records, and memoranda, with the ex¬ 
ception of retired securities referred to 
in 8ec. 243.03, the destruction of which, 
in the list in Sec. 246.01 hereof, is made 
optional with the carrier, but a written 
authority, either for specific records or 
of continuing effect (except as provided 
for in Sec. 245.03) shall be issued by the 
officer having supervision of the destruc¬ 
tion of such accounts, records, and 
memoranda. 

PART 244. APPLICABILITY 

8ec. 

244 01 Joint agencies. 

244.02 Non-operating companies. 

Sec. 244.01 Joint agencies. These 
rules apply also to the destruction of 
accounts, records, and memoranda of 
traffic associations and other joint bu¬ 
reaus and agencies maintained by or on 
behalf of telecommunication carriers. 
The manager, chairman, or other officer 
in charge of the association, bureau, etc., 
may be delegated by the designated of¬ 
ficer of each of the carriers forming the 
association to have supervision of the 
destruction of accounts, records, and 
memoranda of the association, etc., and 
In that event he shall lsssue all authori¬ 
ties for such destruction, and certifi¬ 
cates of destruction shall be filed with 
him. Otherwise, a written authority for 
the destruction of accounts, records, and 
memoranda shall be secured from the 
proper officer of the member earners 
concerned and a certificate of destruc¬ 
tion shall be filed with each such officer, 

Notts. —Records of interline business con¬ 
ducted over the lines of two or more com¬ 
panies should not be confused with the 
records of so-called joint agencies A Joint 
agency os referred to in the above paragraph 
contemplates a separate organization or as¬ 
sociation. with ameers or employees distinct 
from those of the operating company and 
not agencies or offices maintained Jointly by 
two or more separate companies for oper¬ 
ating efficiency. 

Sec. 244.02 Non-operating companies. 
A company owning or controlling tele¬ 
phone. telegraph, or cable plants, 
whether wire or wireless, which It does 
not operate but which it leases to others 
for operating purposes shall observe 
these rules in case it desires to destroy 
any of its corporate or financial ac¬ 
counts. records, or memoranda. 

PART 245. ADMINISTRATIVE RULES 

See 

245 01 Method of destruction 

246 02 Accidental destruction. 

245.03 Duplicate accounts, records, and 
memoranda. 

Sec. 245.01 Method of destruction . 
The precise method of the destruction 
of accounts, records, or memoranda is 
not prescribed. The Commission is not 
concerned with the method of destruc- 
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tlon, whether by fire, sale, or otherwise, 
so long as the destruction is authorized 
and a certificate of destruction is filed 
as required by this chapter. If the ac¬ 
counts. records, or memoranda are not 
actually destroyed by the carrier but are 
disposed of by sale or otherwise, the 
certificate of destruction shall so state. 

Sec. 245.02 Accidental destruction. If 
any accounts, records, or memoranda 
are destroyed accidentally by fire, flood, 
or other calamity, a statement shall be 
prepared listing, as far as may be possi¬ 
ble, the records destroyed, and detailing 
the circumstances in connection with the 
fire or other calamity. This statement 
shall be authenticated by an officer or 
some responsible employee of the com¬ 
pany and shall be filed with the officer 
having supervision of the destruction of 
accounts, records, and memoranda. A 
copy of the statement shall be filed 
promptly with the Commission. 

Sec. 245.03 Duplicate accounts. records, 
and memoranda . Provision is made in 
item 127 of Sec. 246.01 for the optional 
destruction of duplicate copies of ac¬ 
counts, records, and memoranda when 
such copies are not specifically provided 
for elsewhere in this chapter and when 
they contain no information not shown 
on the originals. In destroying such 
copies carriers may dispense with the 
written authorities and the certificates 
of destruction. The originals (or one 
true copy) shall be retained for the 
respective periods named for such rec¬ 
ords in Sec. 246.01. 

PART 246. LIST OF ACCOUNTS, RECORDS, AND 
MEMORANDA, AND PERIODS OF RETENTION 
See. 

24601 Account* described; Applicability; 

permanent records. 

246.02 Special provision relating to telephone 

companies. 

Sec. 246.01 Records described; applica¬ 
bility : perma nent records. The followtng 
is the list of accounts, records, and memo¬ 
randa of telecommunication carriers spe¬ 
cifically referred to by the rules embodied 
in Sec. 240.01. The classification of ac¬ 
counts. records, and memoranda enumer¬ 
ated below under the various general 
headings is merely for convenient refer¬ 
ence and is more or less arbitrary. The 
rules arc intended to apply to the items 
as named or described, regardless of the 
classification and regardless of where 
filed. Of the accounts, records, and 
memoranda which are to be retained per¬ 
manently only the more important are 
indicated in the list, such specific men¬ 
tion being made so that they may not be 
confused with any accounts, records, or 
memoranda which the carrier is hereby 
given permission to destroy. 

Description of Records and Period to be 
Retained 

General and Financial 

1. Ledgers. —(a) General and auxiliary 
ledgers* and indexes thereto, except sub¬ 
scribers, and other ledgers provided for in 
Items below.—Permanently. 


(b) Balance sheets of general ledg¬ 
ers.—Permanently. 

(c) Trial balance sheets of general and 
auxiliary ledgers.—Permanently. 

<d) Subscribers' and pay station ledg¬ 
ers and other records used In lieu 
thereof.—3 years. 

(e) Customers’ ledgers at local tele¬ 
graph offices, local cable offices, local 
wireless offices, and other agencies.—3 
years. 

(f) Trial balance sheets of ledgers cov¬ 
ered by items <d) and (e) above.—3 years. 

2. Records of securities owned .—Rec¬ 
ords of securities owned, in treasury, or 
with custodians.—Permanently. 

3. Journals. —General and auxiliary 
Journals.—Permanently. 

4. Cash books .—(a) Treasurers’ and 
auditors' general cash books and auxili¬ 
ary cash books subsidiary to the general 
cash books.—Permanently. 

(b) Other auxiliary cash books.—3 
years. 

(c) Cash books at telephone exchanges, 
telegraph and cable and wireless offices, 
and other agencies.—3 years. 

Note—I f any receipts or payment* arc en¬ 
tered in tbe aggregate in cash books and are 
detailed only on loose sheets, such loose sheets 
constitute an auxiliary cash book when no 
other permanent record of the item* thereon 
1* made. 

5. Capital stock records <—(a) Capital 
stock ledgers.—Permanently. 

(b) Records or stubs of capital stock 
certificates.—Permanently. 

(c) Stock transfer registers.—Perma¬ 
nently. 

<d) Memoranda and bills of sale or of 
transfer of capital stock.—3 years. 

(e) Capital stock subscription notices 
and requests for allotment.—1 year. 

(f) Canceled capital stock certifi¬ 
cates.—See item 16. 

6. Bond records. —(a) Registered bond 
ledgers.—Permanently. 

(b) Records or stubs of bonds.—Per¬ 
manently. 

<c) Memoranda and bills of sale or of 
transfer of registered bonds.—3 years. 

<d) Funded debt subscription notices 
and requests for allotment.—1 year. 

(e) Records of interest coupons, paid 
and unpaid.—7 years. 

(f) Canceled bonds and paid interest 
coupons.—See item 16. 

7. Copies of applications to and au¬ 
thority from rcgulattng bodies for the is¬ 
suance of stocks, bonds, and other securi¬ 
ties. (See item 110 <e).)— Permanently. 

8. Proxies and voting lists. —(a) Prox¬ 
ies of holders of voting securities.—2 
years. 

<b) Lists of holders of voting securi¬ 
ties presented at meetings.—6 years. 

9. Journal entries. —(a) Journal en¬ 
tries and interdepartmental bills and 
supporting papers.—Permanently. 

<b) Slips or statements giving advance 
postings of miscellaneous receipts and 
payments of funds.—1 year after current 
year. 

(c) Records of prepaid expenses and 
of accrued liabilities not due, used for 


monthly apportionment of such items, 
but not constituting supporting papers 
covered by item (a) above.—1 year after 
current year. 

10. Accounts receivable records.—(ai 
Record or register of accounts receivable 
bills except as covered in items 1 (d) 
and (e) and indexes thereto, and sum¬ 
maries of distribution of credits through 
bills for entry in general books.—Per¬ 
manently. 

<b) Accounting department copies of 
bills issued and supporting papers which 
do not accompany the original bills, ex¬ 
cept blUs for service covered by Item 
41 <b) and <c). II recorded in record, 
covered by Item (a) above. (See item 
20.)—6 years. 

<c) Authorizations for accounts re¬ 
ceivable bills, other than supporting 
papers, with notations of dates of issue — 
3 years. 

(d) Record or index of bills to be 
issued with notations of dates of issue.— 
Optional. 

(e) Periodical statements of unsettled 
accounts, except trial balance sheets.— 
Optional. 

XL Minute books ,—Minute books of 
stockholders’, directors', and directors' 
executive committee and other meet¬ 
ings.—Permanently. 

12. Codes. —(a) General codes (official 
copies). — Permanently. <b) Money 
transfer service, and similar codes (offi¬ 
cial copies).—6 years after cancellation. 

13. Titles and franchises. —Deeds and 
other title papers and franchises.—Per¬ 
manently. 

14. Contracts and agreements. —»a) 
Contracts, leases, and agreements, ex¬ 
cept those provided for in items 18. 20. 
71. and 80.—6 years after expiration or 
cancellation. 

<b) Contracts and agreements with 
employees for the purchase of securities; 
and reports and memoranda pertaining 
thereto.—6 years after expiration or 
cancellation. 

(c) Card or book records of contracts, 
leases, and agreements made and of ex¬ 
pirations and renewals.—6 years after 
expiration or cancellation. 

(d) Summaries and abstracts of con¬ 
tracts. leases, and agreements covered by 
items (a) and (b) above.—Optional. 

15. Permits .—(a) Permits and granted 
applications for the use of facilities of 
others.—3 years after expiration or can¬ 
cellation. 

<b) Copies of permits and applica¬ 
tions granted others for the use of the 
carrier’s facilities.—3 years after expira¬ 
tion or cancellation. 

(c) Applications for the use of facili¬ 
ties not granted and copies of such 
application.—Optional. 

(d) Permits of a temporary nature, 
from municipal or other bodies to per¬ 
form specific work, such as permits to 
open streets and place poles and copies 
of petitions for such permits.—Optional. 

16. Retired securities.—Canceled stock 
certificates, bonds, notes, interest cou¬ 
pons, receiver's certificates, and tempo- 
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rary certificates.—May be destroyed at 
option of carriers compUytng with re¬ 
quirements of Sec. 243.03. 

17. Fidelity bonds.— Records and files 
of fidelity bonds of employees.—3 years 
after expiration. 

18. insurance records. —(a) Schedules 
of fire and other insurance, also records 
relating to premiums and amounts re¬ 
covered and papers substantiating claims 
against insurance companies.—6 years. 

<b) Fire, liability, automobile, and 
other insurance policies.—Optional. 

<c> Record of policies in force and 
notices of changes in and cancellation of 
such policies.—3 years after expiration. 

<d) Inspectors* reports and records of 
condition of property.—3 years. 

(e) Letter, telegraphic or wireless re¬ 
ports of fire damages.—Optional. 

(f) Reports of minor losses by fire not 
covered by insurance or less than mini¬ 
mum amount collectible.—Optional. 

(g) Watchmen’s reports and other 
minor reports and memoranda pertain¬ 
ing to insurance and damage.—Optional. 

(h) Records and statements relating 
to insurance requirements.—Optional. 

19. Tax records.—Copies of schedules 
and returns to taxing authorities for tax 
purposes and records of appeals.—6 
years. 

20. Plant and equipment (fixed capi¬ 
tal) records. —*a) Records and memo¬ 
randa of the cost and of the inventory 
value of plant and equipments—Perma¬ 
nently. 

<b) Records and memoranda pertain¬ 
ing to depreciation, retirement, and re¬ 
placements of plant and equipment.— 
Permanently. 

(c) Contracts and other agreements 
relating to the construction, acquisition, 
or sale of plant and equipment.—Perma¬ 
nently. 

<d> Records, reports, summary sheets, 
statements, distribution sheets, and simi¬ 
lar records and papers directly supporting 
debits and credits to plant and equipment 
accounts.—Permanently. 

(e> Records, reports, and papers per¬ 
taining to the detail of debits and credits 
to plant and equipment accounts such 
as time tickets, time check rolls, work¬ 
men’s reports, work orders, material dis¬ 
bursement and recovery tickets, and other 
preliminary and underlying records if the 
details of such debits and credits have 
been summarized to records covered by 
items <a) to id) above in such a manner 
as will preserve a complete record of the 
transaction.—3 years. 

(f) Book or card records, showing 
measurements, description, location, 
quantities, etc. of physical plant and 
equipment owned.—Permanently. 

Not*.—A ll accounts, records, and memo¬ 
randa requisite for making a complete analy¬ 
sis of cost of plant and equipment shall be 
retained permanently IX any of the ac¬ 
counts. records, and memoranda, elsewhere 
provided for In this chapter, are of this char¬ 
acter, they shall be retained permanently re¬ 
gardless of any leaser period of retention 
assigned to them. 


21. Authorities for expenditures. —(a) 
Estimates, completion reports, and au¬ 
thorities for expenditures, and registers 
and records thereof, for construction, ex¬ 
tensions, additions, and betterments 
made.—Permanently. 

(b) Detail records and memoranda 
used in preparation of estimates and 
minor reports and statements pertaining 
thereto, if summarized in records cov¬ 
ered by Item (a) above.—3 years. 

(c) Estimates, detail records, and 
memoranda and reports pertaining 
thereto, when the expenditures were not 
authorized, except as covered by Item 

22.—Optional. 

<d) Records, reports, and statements 
showing comparison between authorized 
estimates and actual expenditures.— 
Permanently. 

<e) Notices of the approval of esti¬ 
mates.—Optional. 

(f) Records and reports pertaining to 
the progress of construction work, the 
order in which jobs are to be completed, 
orders to expedite specific work, reports 
and statements of completed and uncom¬ 
pleted work orders, and similar records 
which do not form a basis of charges or 
credits to the accounts.—Optional. 

22. Engineering records. —(a) Maps, 
profiles, plans, specifications, estimates 
of work, records of engineering studies, 
unit costs, and similar records pertain¬ 
ing to projects which have been put Into 
execution, whether in whole or In part.— 
Permanently. 

(b> Maps, profiles, plans, specifica¬ 
tions. estimates of work, records of en¬ 
gineering studies, and similar records 
pertaining to projects which have been 
abandoned.—6 years. 

23. Traveling accountants’ and au¬ 
ditors' reports. —<a) Reports of exami¬ 
nations and audits by special account¬ 
ants and traveling auditors.—3 years. 

(b) Reports and records of Incidental 
and miscellaneous audits.—Optional. 

24. Division auditors' reports. —Re¬ 
ports and statements from division au¬ 
ditors of revenues, expenses, receipts, 
disbursements operations, and similar 
items.—For the period prescribed for the 
records to w’hich they pertain. 

Treasury 

30. Statement of funds and deposits. — 

(a) Statements and summaries of bal¬ 
ances on hand and with depositaries.— 
3 years. 

(b) Authorities for and statements of 
transfer of funds from one depositary to 
another.—3 years. 

(c) Periodical statements of working 
cash balances.—3 years. 

(d) Requisitions and receipts for 
funds furnished managers, agents, and 
others.—May be destroyed at option of 
carrier after funds have been returned or 
accounted for. 

(e) Reports and estimates of working 
funds required.—Optional. 


(f) Statements of managers* and 
agents* deposits, grouped by depositar¬ 
ies.—3 years. 

31. Records of deposits with banks and 
others. —<&) Statements from depositar¬ 
ies regarding funds received, disbursed, 
and transferred.—3 years. 

(b) Bank reconcilement papers. — 3 
years. 

(c) Statements from banks of interest 
due on average daily balances.—3 years. 

(d> Bank deposit books and stubs, 
ledgers, or records of checks.—6 years. 

(e) Copies of bank deposit slips.—3 
years. 

<f> Advice of deposits made when in¬ 
formation contained thereon is shown 
on other records which are retained.— 
Optional. 

<g> Correspondence and memoranda 
relating to the stopping of payment of 
bank checks and to the issuance of du¬ 
plicates.—6 years. 

32. Records of receipts and disburse¬ 
ments.— (a> Dally or other periodical 
statements of the receipt and disburse¬ 
ment of funds. (See note (6), item 
4.) —3 years. 

<b) Records or periodical statements 
of outstanding vouchers, checks, drafts, 
etc., issued and not presented.—6 years. 

<c> Cash remittance slips or reports of 
managers and agents and general office 
summaries thereof.—3 years. 

<d> Voucher lists, showing mailing 
dates and to whom sent.—Optional. 

33. Managers* and agents* balances.— 
Records of managers* and agents’ ac¬ 
counts showing working fund debits and 
credits from various sources.—3 years. 

34. Field cashiers' balances.—Reports 
of working fund balances in hands of 
field cashiers.—3 years. 

35. Records pertaining to verifications 
of treasurers’ cash or securities.—3 
years. 

Revenues 

40. Revenue summaries.—(a) Records 
and summaries of revenues <by classes) 
for entry In general books.—8 years. 

(b) Reports from managers, agents, 
and others showing debits and credits 
to revenue from all sources, and sum¬ 
maries of such reports.—3 years. 

<c> Statements and summaries of tel¬ 
ephone or of wireless message toll charge 
tickets and telegram or cable charge 
tickets, if summarized into records cov¬ 
ered by item <a> or <b> above.—1 year. 

41. Collection reports and records .— 
(a> Itemized lists and summaries of 
collections of operating revenues by 
agents, collectors, and branch offices.— 
3 years. 

(b) Bill stubs, copies of bills, collection 
tickets, collection books, and other forms 
of reporting collections covered by item 
(a) above.—1 year. 

(c) Bill stubs, copies of bills, and 
statements of collections of operating 
revenues not used for reporting collec¬ 
tions covered by item (a) above.— 
Optional. 
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(d) Statement* and reports of 
amounts colJected or due from employees 
for seals furnished.—Optional. 

(e) Records of cotn box collection 
books, coin box combinations, seals ap¬ 
plied and removed from coin boxes, and 
similar records, and reports relative to 
the collection of operating revenues.— 
Optional. 

(f) Records of ratings, credit classi¬ 
fication and Investigations of patrons 
and prospective subscribers.—1 year. 

(g) Reports relating to the status of 
subscribers’ and customers’ accounts.— 
Optional. 

42. Remittances and deposits. —Local 
office records of remittances and de¬ 
posits.—3 years. 

43. Adjustments with agents. —Detail 
records and reports of adjustments with 
managers, agents, and other employees 
on account of revenue, disbursements, or 
other items.—3 years. 

44. Subscribers' and customers’ account 
adjustments.— Detail records of adjust¬ 
ments of accounts of subscribers and 
other customers for overcharges, under¬ 
charges. and other errors, results of 
which haw been transcribed to records 
covered by item 40.—3 years. 

45. Scttlei7ients with telecommunica¬ 
tion carriers. —(a) Records pertaining to 
settlement of revenues and other charges 
with telecommunication carriers by offi¬ 
cers, managers, and agents.—6 years. 

<b) Statements, summaries, and mem¬ 
oranda pertaining to the monthly record 
of Intercompany business if summarized 
in records covered by item (a) above.— 
6 months. 

46. Settlements with transportation 
companies. —(a) Monthly, annual, or 
other periodical settlements with trans¬ 
portation companies made in accordance 
with contracts or agreements.—6 years. 

(b) Reports of receipts and expendi¬ 
tures at offices on lines of transportation 
companies.—6 years. 

47. Check and erro r records of mes¬ 
sages.—Check records, check reports, er¬ 
ror notices, error statements, and other 
records of telephone, telegraph, cable, 
and wireless messages pertaining to the 
checking of messages between offices.— 
Optional. 

48. Uncollectible accounts. — Records 
and reports pertaining to uncollectible 
accounts, including authorities for writ¬ 
ing off the amounts of such accounts.— 
6 years. 

49. Allowances for service irregulari¬ 
ties. —Summaries by accounting classifi¬ 
cation of allowances to subscribers and 
agents on account of service Interrup¬ 
tion. stoppage, and other irregularities of 
service.—6 years. 

50. Subscribers’ ledger sources . — Ac¬ 
counting department copies of contract 
or line orders, transfer memoranda, sub¬ 
scribers’ and agents' account charge ad¬ 
vices, authorities for charges to sub¬ 
scribers under contracts, and other rec¬ 
ords from which telephone subscribers’ 
ledgers are built up or corrected.— 
3 years. 


Expenditures 

60. Vouchers. —(a) Register of audited 
vouchers and indexes thereto and sum¬ 
maries of distribution of charges through 
vouchers for entry in general books.— 
Permanently. 

(b) Paid drafts, paid checks, and re¬ 
ceipts for cash paid out. (See note un¬ 
der item 20.)—6 years. 

(c) Paid and canceled vouchers, audit 
office copies of vouchers, analysis sheets 
showing detail distribution of charges on 
individual vouchers, and other support¬ 
ing papers.—Permanently. 

(d> Authorities for the payment of 
specific vouchers.—3 years. 

(e) Records or Index of vouchers to 
be made with notations of dates of is¬ 
sue.—Optional. 

a) Lists of unaudited bills (accounts 
payable), lists of vouchers transmitted, 
and memoranda regarding changes in 
unaudited vouchors.—Optional. 

61. Distribution of labor expendi¬ 
tures. —Journals, ledgers, or other rec¬ 
ords showing the detailed distribution 
of labor expenditures, including mem¬ 
oranda and memorandum recapitulation 
sheets, (See item 20.)—6 years. 

62. Labor records. —Time books, time 
sheets, time tickets, time cards, work 
orders, overtime tickets, Job tickets, 
check rolls, workmen’s reports, and other 
similar papers pertaining to services of 
officers and employees. (Sec item 20.)— 
3 years. 

63. Pag roll records .—(a) Pay rolls and 
summaries. (See item 20.)—6 years. 

(b) Applications and authorities for 
changes in pay rolls; lists, summaries 
and reports of changes in pay rolls and 
records of authorized positions.—6 
years. 

(c) Applications for pay roll changes 
not authorized.—Optional. 

(d) Records and memoranda pertain¬ 
ing to deductions from pay rolls.— 
Optional. 

(e) Receipted pay checks, receipted 
time tickets, certificates issued for wages, 
discharge tickets, and other evidences 
of payments for services rendered by 
employees.—6 years. 

(f) Comparative or analytical state¬ 
ments of pay rolls.—3 years. 

(g) Receipts for pay rolls and pay 
checks, also records thereof.—Optional, 

64. Distribution of expenditures for 
material and supplies. —(a) Journals, 
ledgers, and other records showing the 
detailed distribution of expenditures for 
material and supplies Including mem¬ 
oranda and memorandum recapitulation 
sheets. (See item 20.)—6 years. 

(b) Work orders, job tickets, work¬ 
men’s reports, material disbursements 
tickets, and other papers covering the 
application of material and supplies, if 
transcribed in detail to records covered 
In item (a) above. <8ee item 20.)—3 
years. 

65. Assignments, attachments , and 
garnishments. —(a) Record of assign¬ 
ments, attachments, and garnishments 
of employees* salaries.—3 years. 


(b) Files containing assignments, at¬ 
tachments, garnishments, notices or 
suits, notices of release, and correspond¬ 
ence relating thereto.—3 years. 

(c) Miners' salary releases.—Optional. 

66. Authorized expenses.—( a) Rec¬ 
ords, statements and advices of author¬ 
ized expenses by divisions, districts, de¬ 
partments, offices, and otherwise, which 
form the basis of charges to accounts.— 
Permanently. 

(b) Requests and authorities for ex¬ 
penditures for incidental expenses, re¬ 
pairs, etc., not covered by estimates pro¬ 
vided for in Item 21, and not used for 
making charges to accounts.—Optional. 

67. Claims. —(a) Claims registers, card 
or book indexes, and other records m 
connection with the recording of over¬ 
charge, damage, personal injury, and 
other claims presented against carrier, 
except as provided for in item 44.—Per¬ 
manently. 

(b) All papers substantiating claims, 
whether such papers are attached to 
vouchers or filed separately (see item 
60c), except as provided for in item 44 — 
6 years after settlement or rejection. 

Non.—It lfl not intended that documentr. 
comprising claims, substantiating their va¬ 
lidity. or accumulated in the progress of in¬ 
vestigation shall be retained permanently. 

68. Records of accidents, damages , and 
injuries. —(a) Reports and statements 
regarding accidents, when not necessary 
to support claims or vouchers. (See item 
123.)—Optional. 

(b) Records of damages to company 
property or property of others, also re¬ 
ports and statements of employees and 
witnesses regarding damages to company 
property or property of others, when not 
necessary to support claims or vouch¬ 
ers.—Optional. 

(c) Reports and statements regarding 
personal injuries, when not necessary to 
support claims or vouchers.—Optional. 

Purchases and 8tores 

70. Material ledgers< —(a) Records of 
material and supplies on hand.—Perma¬ 
nently. 

(b) Balance sheets of material and 
supplies received, issued, and on hand 
at branch supply departments.—3 years. 

71. Purchases and sales .—(a) Copies 
of orders for the purchase of material 
and supplies,—3 years. 

(b) Invoices for material and supplies 
purchased, and records or reports of 
such invoices.—Permanently. 

(c) Authorities for the sale of scrap 
and material and supplies.—3 years. 

<d) Price records of purchases (file 
copies).—Permanently. 

(e) Advices from individuals and 
companies acknowledging receipt of or¬ 
ders for material and supplies, notices 
of shipment, packing slips, and copies of 
bills of lading.—Optional. 

(f) Bids and offers for the sale or 
purchase of material and supplies.—3 
years. 

(g) Contracts for the purchase or 
sale of material and supplies.—Perma¬ 
nently. 
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(h> Advices or requisitions from 
storekeepers and others for the purchase 
of material and supplies.—3 years. 

(I) Lists or records of invoices trans¬ 
mitted to or from storekeepers.—Op¬ 
tional. 

(J) Receipts or delivery tickets issued 
for material and supplies received in 
installments and subsequently surren¬ 
dered with and in support of invoices 
or bills showing full information.—Op¬ 
tional. 

<k> Freight bills covering charges on 
material and supplies.—Permanently. 

Nora,—The furnishing of freight bill* in 
support of claims on transportation com¬ 
panies is not considered a destruction of 
records, provided copies of such bills are 
retained In lieu thereof. 

(l) Copies of notices to supply houses 
of material and supplies returned for 
credit or repair.—Optional. 

(m) Copies of shipping Instructions 
and acknowledgment thereof.—Optional. 

(n) Summaries and distribution 
sheets and credit memoranda of mate¬ 
rial and supplies sold or returned to sup¬ 
ply houses for credit.—Permanently. 

<o) Records and reports used for 
checking and tracing material and sup¬ 
plies covered by invoices provided for in 
item <b> above.—Optional. 

72. Material and supplies received and 
issued. —<a) Records and reports of ma¬ 
terials and supplies received.—Perma¬ 
nently. 

<b) Records and reports of materials 
pnd supplies issued.—Permanently. 

(c) Records and reports of materials 
and supplies transferred from one de¬ 
partment, storeroom, or division to 
another.—3 years. 

(d) Requisitions and receipts for ma¬ 
terials and supplies issued and receipts 
for materials and supplies returned. If 
summarized into records covered by 
items fa) and (b) above, except as pro¬ 
vided for in item 20.—1 year. 

(e) Price records of materials and 
supplies issued (file copies) .—Perma¬ 
nently. 

<f> Records and reports of materials 
recovered and returned to stock, if tran¬ 
scribed in detail to records covered In 
item (a) above.—3 years. 

(g) Records of inspecting and testing 
materials and supplies.—3 years. 

<h) Minor records and reports per¬ 
taining to materials and supplies, not 
involving costs or disposition, such as 
reports of unfilled requisitions, authori¬ 
ties for additions to stock, storeroom 
records of requisitions, estimates of fu¬ 
ture requirements, articles required by 
field forces, records of material disburse¬ 
ment and recovery tickets used and on 
hand, and similar records.—Optional. 

(1) Records and reports of materials 
and supplies issued to individuals or 
gangs of employees to be accounted for 
when the materials and supplies are ap¬ 
plied or returned to stock.—Optional 
after being accounted for. 

73. Inventories of materials and sup - 
plies .—< a • General inventories of ma¬ 
terials and supplies on hand, with record 


of adjustments between accounts. (See 
item 20.)—6 yean. 

<b) Stock cards, inventory cards, and 
other detail records pertaining to the 
taking of inventories, if abstracted into 
records covered by (a) above.—1 year. 

(c) Minor inventories of materials and 
supplies on hand, and reports and mem¬ 
oranda relating thereto, if not used for 
adjustments.—1 year. 

(d> Records, reports, statements, and 
summaries of overstock items.—Optional. 

Operations 

80. Contracts with subscribers and 
customers. —(a) Contracts and records 
thereof with subscribers, employees, and 
others, for telephone service and appli¬ 
cations used in lieu of such contracts.— 
3 years after cancelation. 

(b) Applications for telephone service 
for which contracts have been exe¬ 
cuted.—Optional. 

(c) Contracts for private wires, time 
service, stock and other market reports, 
and similar matters; also applications 
and records pertaining to such con¬ 
tracts.—3 years after cancelation. 

<d) Diagrams pertaining to contracts 
covered by Item (c) above.—Optional. 

(e) Contracts with subscribers and 
others for advertising space In direc¬ 
tories and other publications Issued by 
the carrier.—1 year after cancelation. 

(f) Contracts between wireless com¬ 
panies and shipowners for wireless 
equipment and wireless service.—6 years 
after cancelation. 

<g) Applications for telephone service 
for which no contracts have been 
executed.—1 year. 

<h) Contracts for lease of Instruments 
including receipts for instruments fur¬ 
nished under the terms of such con¬ 
tracts.—3 years after cancelation. 

81. Records of subscribers. —Address 
lists and card records of subscribers by 
addresses, names, or telephone numbers, 
and similar lists and records of former 
subscribers.—Optional. 

82. Records of instruments 4 —Records 
and reports of instruments and equip¬ 
ment furnished to subscribers and pa¬ 
trons and of instruments and equipment 
on vacant premises, not used to build up 
or correct ledger accounts.—Optional. 

83. Telegrams and cablegrams. —(a) 
Original filed telegraph and cable mes¬ 
sages transmitted at public tariff rates, 
including day and night messages, day 
and night letters, money-transfer mes¬ 
sages, stock and commercial news mes¬ 
sages. deferred half-rate cablegrams, 
cable letters, and week-end cable letters; 
also press messages and Government 
messages. This item also covers the 
original transcript of messages received 
over telephones for transmission.—1 
year. 

None.—The rumiahlng of origin*] filed 
message* to the United States Government 
In support oX bills is not considered a de¬ 
struction of records. 

(b) Tissue or carbon copies made at 
destination offices, of messages covered 
by item (a) above.—1 year. 


(c) Original filed messages trans¬ 
mitted for transportation companies In 
compliance with terms of contracts; also 
tissue or carbon copies of such messages 
made at destination offices.—1 year. 

Not*.—T he furnishing of original filed 
messages to transportation companies In sup¬ 
port of settlements under contracts la not 
considered a destruction of records. 

(d) Service messages relating to com¬ 
mercial messages, including tissue or 
carbon copies of such messages made at 
destination offices.—Optional. 

(e) Original filed messages trans¬ 
mitted free or at reduced rates for em¬ 
ployees and others; also tissue or carbon 
copies of such messages made at destina¬ 
tion offices,—3 years. 

<f> Relay messages, not including 
those made at Junction offices for trans¬ 
fer to other companies.—Optional. 

fg) Message tape and similar devices 
for transmitting messages.—Optional. 

(h> Stubs of. or carbon copies, of. 
messages received over telephone.—Op- 
tionaL 

84. Radiograms. —(a) original filed 
wireless telegraph messages, transmitted 
at public tariff rates; also tissue or car¬ 
bon copies of such messages made at 
coast and ship destination stations,— 
15 months. 

(b) Service messages relating to com¬ 
mercial messages; also tissue or carbon 
copies of such messages made at coast 
and ship destination stations. — 15 
months. 

(c) Original filed messages trans¬ 
mitted for ship owners In compliance 
with terms of contracts (masters' service 
messages); also tissue or carbon copies 
of such messages made at coast and ship 
destination stations.—15 months. 

(d) Original filed messages trans¬ 
mitted free or at reduced rates other 
than those covered by item (c) above; 
also tissue or carbon copies of such 
messages made at coast and ship destin¬ 
ation stations.—3 years. 

Not*.—T he furnishing of original filed 
manages to the United States Government 
in support of bills Is not considered a de¬ 
struction of records 

85. Telephone local and toll tickets ,— 

(a) Telephone toil tickets, and state¬ 
ments forming basis of charges to sub¬ 
scribers and others.—6 months. 

(b) Uncompleted tickets, last call 
tickets, switching tickets, messenger- 
service tickets, appointment tickets, and 
tickets for emergency calls, official calls, 
and test calls.—Optional. 

(c) Records of receipt of local and toll 
tickets, toll statement stubs, toll ticket 
memoranda, guide cards, and reports and 
memoranda relative to investigations and 
correction of tickets.—Optional. 

(d) Statements and summaries of 
measured service tickets and register 
readings.—1 year. 

(e) Measured service tickets, local 
message tickets, and register reading 
tickets or statements if summarized In 
records covered by item (d) above.—Op¬ 
tional. 
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(t) Tickets and statements for check 
error purposes.—Optional. 

86. Tariffs and other rate authorities .— 

(a) Tariffs, rate sheets, division sheets, 
and circulars in which the company Is 
Interested relative to the transmission of 
messages and furnishing of facilities, in 
the general flies of the department in 
which the complete official flic is main¬ 
tained.—6 years after expiration or can¬ 
celation. 

<b) Tariffs, rate sheets, division sheets, 
and circulars in other departments and 
at exchanges, branch offices, and 
agencies, if copies of the same issues of 
such tariffs, etc., are preserved in the 
general tariff files referred to in item (a) 
above.—May be destroyed at option of 
carrier after expiration or cancelation. 

<c> Requests and receipts from mana¬ 
gers and others for tariffs, rate sheets, 
division sheets, and circulars.—Optional. 

<d) Copies of concurrences filed with 
the Interstate Commerce Commission.— 
6 years after cancelation. 

(e) Statements, summaries, and mem¬ 
oranda pertaining to the establishment 
of a basis for prorating Joint toll rev¬ 
enue.—6 years after cancelation or ex¬ 
piration of basis. 

(f) Correspondence and working 
papers in connection with the making of 
rates and compilation of tariffs, rate 
sheets, division sheets, and circulars 
affecting the transmission of messages 
and furnishing of facilities.—6 years 
after cancelation of tariff, etc. 

87. Franks and message passes and 
reduced rate coupons. —(a) Copies of 
orders on printing houses for printed 
forms of franks, etc.—6 years. 

(b) Records of blank forms of franks, 
etc., received, distributed, and de¬ 
stroyed.—6 years. 

(c) Requests, and copies of requests, 
for franks, etc.—6 years. 

(d) Records of franks, etc., issued.— 
6 years. 

(e) Records of franks received from 
other companies.—6 years. 

(f) Identification slips for franks, 
etc.—3 years. 

(g) Used franks, message passes, and 
coupons, if complete record of issue is 
maintained as provided in item <d> 
above.—6 months. 

(h) Unexpired. surrendered, or par¬ 
tially used franks, etc.—1 year after cur¬ 
rent year. 

(I) Void, unused, and unissued franks, 
etc.—I year after current year. 

(J) Reports and records of franks, etc. 
collected or honored, and of free mes¬ 
sages handled.—3 years. 

<k) Reports of reduced-rate messages 
sent or received.—3 years. 

88. Telegraph, cable, and toirdess iden¬ 
tification cards. —(a) Records of Identifi¬ 
cation cards issued.—3 years. 

<b) Returned and withdrawn identifi¬ 
cation cards.—1 year. 


(c) Unused and unissued identification 
cards.—1 year after current year. 

89. Transportation company passes. — 

(a) Requests, and copies for passes.— 
3 years. 

<b) Record of passes received from 
carriers.—3 years. 

(c) Record of pass identification forms 
issued.—3 years. 

<d) Record of use made of passes.— 
3 years. 

90. Receiving and delivering telegrams 
and cablegrams .—(a) Receivers* record 
of messages filed.—1 year. 

<b> Message delivery records.—1 year. 

(c) Messengers* delivery sheets.—1 
year. 

<d) Operators* number sheets.—Op¬ 
tional. 

91. Telegraph and cable office re¬ 
ports. —(a) Monthly balance sheets and 
supporting papers.—6 years. 

(b) Weekly and dally balance sheets 
when figures are combined on monthly 
or weekly balance sheets, respectively.— 
1 year. 

(c) Weekly and dally balance sheets 
and supporting papers, when figures are 
not combined on monthly or weekly bal¬ 
ance sheets, respectively.—6 years. 

(d) Dally, weekly, or monthly state¬ 
ments of receipts and disbursements.— 
3 years. 

(e) Statements of ledger balances.— 
3 years. 

(f) Reports of guaranteed and uncol¬ 
lected messages.—3 years. 

(g) Reports of refunded messages.— 
6 years. 

92. Wireless station reports . — (a) 
Coast and ship station abstracts of com¬ 
mercial messages accepted.—6 years. 

(b) Coast and ship station abstracts 
of commercial messages delivered.—6 
years. 

(c) Coast and ship station abstracts 
of free messages accepted.—6 years. 

(d> Coast and ship station abstracts 
erf free messages delivered.—6 years. 

(e) Coast station accounts current and 
supporting papers.—$ years. 

(f) Ship station cash accounts and 
supporting papers,—6 years. 

93. Messenger department records. — 
Records and reports pertaining to mes¬ 
senger service. Including records of loca¬ 
tion and use of call boxes, except records 
covered by item 40.—3 years. 

94. Stock and commercial news rec¬ 
ords. —(a) Records and reports pertain¬ 
ing to stock and other market reports, 
sporting news, election returns, and sim¬ 
ilar items, other than records covered 
by Item 40.—3 years, 

(b) Bulletins, containing information 
relative to election returns and sporting 
news.—Optional. 

95. Money transfer records .—Records 
and reports pertaining to the transfer of 
money by telegraph, cable, or wireless. 


except records covered by item 40.—3 
years. 

98. Advertising and canvassing rec¬ 
ords. —<a> Prospect lists, notices, reports, 
memoranda, and records pertaining to 
advertising and canvassing for service.— 
Optional. 

(b) Records and reports pertaining to 
soliciting of advertisements in directories 
and other publications of the carrier.— 
Optional. 

(c) Records and reports pertaining to 
advertisements of the carrier In news¬ 
papers. magazines, and other publica¬ 
tions, including “copies** of such adver¬ 
tisements.—Optional. 

(d) Records and reports pertaining to 
studies of methods of obtaining new busi¬ 
ness, recovery of lost business, and similar 
matters.—Optional. 

97. Service and efficiency records .— 

(a) Circuit assignments, log books, and 
reports of circuits working. Interrupted, 
etc.—1 year. 

Note.— Radio stations In the aviation serv¬ 
ice are required to retain their log books for 
a period of three months only, provided how¬ 
ever. that all records, including log bootoi. 
pertaining to accidents shall be retained per¬ 
manently. 

(b) Trouble, inspection, and testing 
records and reports.—1 year. 

(c) Performance records, such as rec¬ 
ords and reports of traffic loads, lost and 
delayed calls, peg counts, test calls, and 
service observation.—1 year. 

<d> Centra] office records of switch¬ 
board capacity, such as panel and Jack 
records, and lists and records of avail¬ 
able numbers.—Optional. 

(e) Chief operators* records of switch¬ 
board markings.—Optional. 

(f > Reports of stations ready for serv¬ 
ice.—Optional. 

(g) Records and reports of complaints 
of service not Involving claims for dam¬ 
ages or refunds of charges. (See Item 
67b.)—1 year. 

(h) Records and reports pertaining to 
studies in connection with operations, 
such as battery loads, trunking require¬ 
ments, spare facilities, peg counts, and 
similar records which do not affect the 
accounts of the company.—Optional. 

98. Records of telegraph, cable, and 
wireless messages handled. —(a> Monthly 
or periodical reports of number of mes¬ 
sages handled.—6 years. 

<b) Reports of unit cost of handling 
messages.—3 years. 

(c) Message delay reports.—l year. 

99. Inspection records. —Reports and 
records of condition of pay station signs 
and booths, central office quarters, 
buildings, elevators, meters, machinery, 
etc., except os provided for in Items 18 
and 97.—Optional. 

100. Detective and police service .— 
Reports and records in connection with 
policing the company’s property, dctcc- 
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tive service, stolen property. Investiga¬ 
tions of robberies, and attempts to 
defraud the company.—Optional. 

101. Miscellaneous records of tele - 
phone exchanges and branch offices .— 
All records at telephone exchanges and 
branch offices not elsewhere provided for 
herein.—6 years. 

102. Miscellaneous records of local tel¬ 
egraph and cable offices .—All records at 
local telegraph and cable offices not else¬ 
where provided for herein.—6 years. 

103. Miscellaneous records of wireless 
stations .—All records of wireless stations 
(ship and coast) not elsewhere provided 
lor herein.—6 years. 

Statistics 

Nom—The supporting papers referred to 
In Items 110. 111. 112 and 113 are the sepa¬ 
rate detailed reports and statements, not 
elsewhere provided for herein, which are es¬ 
sential to a verification and analysis of the 
reports, etc., referred to In those items. 

HO. Reports to Federal Communica¬ 
tions Commission and other govern¬ 
mental authorities .—(a) Annual finan¬ 
cial. operating, and statistical reports, 
file copies of. and supporting papers.— 
Permanently. 

ib) Monthly reports of operating rev¬ 
enues and expenses, file copies of. and 
supporting papers.—l year after current 

year. 

(c) Monthly or periodical reports re¬ 
garding accidents, file copies of. and sup¬ 
porting papers.—3 years. 

id) Monthly or periodical reports re¬ 
garding employees and salaries, file 
copies of, and supporting papers.—3 
years. 

(e) Reports regarding expenditures of 
proceeds from sale of authorized securi¬ 
ties. file copies of. and supporting 
papers.—Permanently. 

(f) Other reports, file copies of. and 
supporting papers.—6 years. 

(g) Reports of property units added 
and retired, completion of property 
changes and statements of charges and 
credits to the investment account, file 
copies of. and supporting papers.—Per¬ 
manently. 

111. Reports to stockholders .—(a) 
Annual reports or statements to stock¬ 
holders, file copies of, and supporting 
papers.—Permanently. 

<b> Written requests for copies of, 
and acknowledgments of receipt of, re¬ 
ports to stockholders.—Optional. 

112. Monthly, annual, or other period¬ 
ical financial reports or statements, com¬ 
parative or otherwise, and supporting 
papers.—6 years. 

113. Working papers <L e.. preliminary 
drafts, memoranda, etc.) prepared In 
connection with the compilation of re¬ 
ports and statements covered by items 
110, 111, and 112. but which are not 
necessary to directly support such re¬ 
ports and statements.—Optional. 

No. 175-s 


114. Miscellaneous statistical reports, 
statements, and summaries (not other¬ 
wise provided for herein) used by offi¬ 
cials and department heads for 
administrative purposes only and not 
entering the accounts of the company.— 
Optional. 

115. Tabulating cards. —Tabulating 
cards used in the compilation of statis¬ 
tics and other data when the results 
are transcribed to other records covered 
by this chapter.—1 year. 

Miscellaneous 

120. Telephone directories. —(a) File 
copies of telephone directories of the 
company’s issue. In the general file of 
the company.—3 years. 

<b) Surplus and other copies of tele¬ 
phone directories, if copies of the same 
issues are preserved in the general file 
referred to In item (a) above.—Optional. 

(c> Summaries, data, and miscellane¬ 
ous records Incident to the preparation 
and Issuance of directories.—Optional. 

121. Instructions to employees and 
others.—(a) Books and circulars of in¬ 
struction to employees and others, in 
the general file of the department in 
which the complete official file Is main¬ 
tained. except as provided far in item 
124.—6 years after expiration or can¬ 
cellation. 

ib) Circulars and notices of instruc¬ 
tions to employees on matters of dis¬ 
cipline, deportment, and similar sub¬ 
jects.—Optional. 

122. Records of auxiliary and other 
operations. —Records summarizing the 
results of operations other than tele¬ 
phone, telegraph, cable, and wireless op¬ 
erations.—6 years. 

Nora—Ledger*, journal*, abstract*, re¬ 
port*. voucher*, etc., shall be retained for 
the some periods as are provided for similar 
documents elsewhere In this chapter. 

123. Benefit, hospital, and insurance 
departments. —Records of employees* 
benefit, hospital, and insurance depart¬ 
ments. other than records supporting the 
receipt and disbursement of funds and 
records provided for in item 68.—1 year. 

Nor*—The record* supporting the re¬ 
ceipt and disbursement of funds shall be 
retained for the some periods a* are pro¬ 
vided for similar record* elsewhere in this 
chapter, 

124. Data on destruction of records .— 
la) Written authorities, cancelation of 
authorities, certificates of destruction: 
reports of destruction, records of ap¬ 
pointment of executive officers and com¬ 
mittees having supervision of the de¬ 
struction of records, bulletins, circulars, 
instructions and lists or schedules of 
forms and records pertaining to the de¬ 
struction of the carrier's records, in the 
general file of the department in which 
the complete official file is maintained.— 
Permanently. 


(b) Records and memoranda relating 
to the preparation and Issuance of bulle¬ 
tins, circulars, etc., covered by item la) 
above: also minor records and memo¬ 
randa pertaining to the compliance with 
the requirements of such bulletins and 
circulars.—Optional. 

125. Records of employees. —la) Em¬ 
ployees service records and rosters, show¬ 
ing positions filled, attendance, length 
of service, and other relative data.—1 
year. 

ib> Applications for employment, 
schedules of working hours, efficiency 
records, photographs and other identifi¬ 
cation records, and all other miscellane¬ 
ous records pertaining to employees.— 
Optional. 

126. Other miscellaneous records. —la) 
Records, reports, and statements per¬ 
taining to construction or maintenance 
work performed by the carrier for 
others.—For the periods prescribed for 
similar records pertaining to operating 
expenses. 

ib) Records and reports pertaining to 
motor and other vehicles and their 
equipment, such as tires, oil, gasoline, 
and batteries, when such records and 
reports are not used in determining 
charges or credits to the accounts of the 
company.—Optional. 

ic) Receipts for records and papers 
temporarily removed from file, when 
records and papers have been returned.— 
Optional. 

id) Receipts and records pertaining 
to delivery of articles to employees such 
as badges, keys, and material receipt 
books.—Optional. 

le) Receipts for registered mail, ex¬ 
press packages, etc.—Optional. 

(f) Passes to buildings or property of 
the company, surrendered upon or after 
use.—Optional. 

lg) Records of building space occu¬ 
pied.—Optional. 

<h) Lunch tickets redeemed, after 
summary into accounting classification.— 
Optional. 

(1) Records of lunch tickets an hand 
and receipts for tickets issued.—Optional. 

(j) Unissued lunch tickets.—Optional. 

<k> Records of mileage and other 
transportation used.—Optional. 

(l) Adding machine lists and memo¬ 
randa of compilations by mechanical de¬ 
vices if not used as summaries to sup¬ 
port entries to the accounts.—Optional. 

(m) Organization diagrams, charts, 
records, and mailing lists.—Optional. 

<n> Records of forms used by the com¬ 
pany.—Optional. 

(o) Records and reports of fire drills-— 
Optional. 

Ip) Records of postage stamps re¬ 
ceived in payment of subscribers* bills 
and records of stamps purchased, when 
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not necessary to support vouchers.—Op¬ 
tional. 

<q> Transmittal lists or forms used for 
Indicating papers and records forwarded 
from one department to another, pro¬ 
vided such lists or forms do not contain 
data affecting the accounts of the com¬ 
pany.—Optional. 

127. Duplicate accounts, records, and 
memoranda .—Duplicate copies of ac¬ 
counts. records, and memoranda listed In 
these regulations, if all information on 
such duplicates is contained on the orig¬ 
inals or other copies retained, and If such 
duplicates are not specifically provided 
for in Sec. 245.03.—Optional. 

128. Correspondence. —(a) Correspond¬ 
ence and records thereof relating to sub¬ 
jects listed in items 1 to 127, inclusive.— 
For the period prescribed for the item 
to which It relates. 

<b) Stenographers* notebook and 
phonograph and other mechanical device 
records.—Optional. 

(c) Extra copies of letters, etc., used 
for tracing or following up correspond¬ 
ence, or for other purposes. If original or 
other copies arc retained as provided for 
in item (a) above.—Optional. 

(d) Operators’ copies of telegrams, in¬ 
cluding relay copies, if the original or 
other copies of such messages are re¬ 
tained, as provided for in <a) above.— 
Optional. 

By the Commission. 

tSEALl T. J. Slowie, 

Secretary, 

|F. R. Doc. 38 2644; Filed, September 6. 

1938; 4:57p.m.| 


[ Chapter XXII) 

Rules Governing the Filing of Infor¬ 
mation. Contracts. Periodic Reports, 
Etc. 

PART 343.—SPECIAL REPORTS 

Telephone Franks • # 

Sec. 343.10 Records to reflect infor¬ 
mation as to free and reduced rate 
services. Each telephone carrier sub¬ 
ject to the Communications Act of 1934 


* 8ec. 343.10 issued under the authority 
contained In Sec. 219, 48 6tat. 1077; 47 
U. 8. C. 219. 

St 8ec. 343 10 promulgated by the Federal 
Communications Commission on September 
0, 1938. 


having average anu&l operating revenues 
exceeding $100,000 shall keep their rec¬ 
ords in such a manner as will enable 
them to file with the Commission a 
verified report for any month or months 
subsequent to July. 1938, as may be re¬ 
quested by the Commission, showing the 
following information: 

1. All services rendered free of charge 
to any person. 

2. All services rendered to any person 
at other than published tariff rates. 

3. All services rendered to any person 
in exchange for, or In payment of, other 
services rendered by such person except 
when such exchange of services is be¬ 
tween common carriers. 

4. Details as to the character of the 
services referred to in 1. 2. and 3. above, 
together with the name and address of 
each recipient. 

5. Whether restrictions, if any, are 
placed on the recipients respecting the 
use by them of free or reduced-rate in¬ 
terstate telephone communication serv¬ 
ice made available to them Indicating 
the nature of such restriction and to 
whom applicable. 

6. The reason for the omission of any 
required information, including facts as 
to when, by whom, and under what 
authority any records containing data 
necessary to furnish complete informa¬ 
tion for the period called for may have 
been destroyed. 

By the Commission. 

I seal! T. J. Slowie. 

Secretary. 

|F. R. Doc. 38 2645; Piled. September 6, 
1938; 4:56p.m.] 


[Chapter X) 

Rules Governing Emergency Radio 
Services 

PART 111.—GENERAL RULES 

On September 6. 1938 the Commission 
added the following paragraph to Sec. 
111 . 10 :* 

A blanket application may be sub¬ 
mitted by a single applicant for a license 
or modification of license, covering both 
the fixed transmitter and mobile or port- 


l 3F. R. 1735 DL 


able mobile transmitters used in a single 
coordinated communication system.* # 
By the Commission. 

(seal! T. J. Slowie, 

Secretary. 

IF.R. Doc. 38-2647; Filed. September 7, 
1938; 12:51 p. m ] 


Notices 


SECURITIES AND EXCHANGE COM¬ 
MISSION. 

United States of America — Before the 

Securities and Exchange Commission 

At a regular session of the Security 
and Exchange Commission held at its 
office in the City of Washington, D. C., 
on the 6th day of September. A. D. 1938 

[Pile No. 43-149] 

In the Matter or Public Service Com¬ 
pany of Oklahoma 

ORDER CONSENTING TO WITHDRAWAL OF 
DECLARATION 

The above named party having filed 
with this Commission on August 3, 1938. 
pursuant to Section 7 of the Public Utility 
Holding Company Act of 1935, a declara¬ 
tion in regard to a proposed issue by de¬ 
clarant of 5.000 shares of Common Stock, 
par value $100 per share, as a stock divi¬ 
dend to the holders of declarant's out¬ 
standing common stock of the same class; 
and 

The declarant having thereafter filed 
on August 29. 1938, a motion to withdraw 
said declaration: 

The Commission, having due regard to 
the public interest and the Interest of in¬ 
vestors and consumers, hereby consents 
to the withdrawal of said declaration and 
to that effect 

It is so ordered. 

By the Commission. 

I seal 1 Francis P. Brassoh. 

Secretary. 

[F. R. Doc. 38 2646; Filed, September 7. 

1938; 12:40 p m.| 


•This paragraph enacted under the au¬ 
thority contained in 8ec. 4 (!) 48 8Ut 1066: 
47 U. 8. C 154 (1). 

#Thl» paragraph approved by the Fedemt 
Communications Commission on September 
6. 1938. 
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